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"FASTER, NEATER WORK--AND NEVER A 
SMUDGE WITH THAT NUMBERED SCALE," 


says LORENE BOLT 
of Austin, Texas, 


"NATIONAL SECRETARY 
OF THE YEAR--1951" 














It takes top ability to be selected as the nation's out- 
standing secretary by the National Secretaries' Asso- 
Ciation of America. And it takes the finest of carbon 
paper to meet her approval. 


successful secretaries everywhere agree with Mrs. Bolt 
that Micrometric's exclusive numbered scale edge is a 
big help in producing perfectly spaced letters and re- 
ports in less time and with less waste. A glance at the 
scale edge shows exactly how many lines of typing space 
remain. No guessing! The scale edge means easy removal 
of carbons, too. No smudges on paper or fingers! 


ai 


Micrometric with its exclusive advantages costs no more 
than any other high quality carbon paper. Leading sec-— 
retarial schools are now using it in all typing classes. 
Why not put this sensible "office helper" to work for 
you today? 


F.S. WEBSTER COMPANY 


17 Amherst Street, Cambridge 42, Mass. 














The above illustration is 
areprint from a 4-page circular 
~"Filing By Subject . . . The Smead 
Super-System Way—Here’s How it Works.” 
If you would like a free copy of this circular, please 
ask us for it, addressing your inquiry to Department T. 


THE 
Smead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 
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Other helpful folders on 
filing will be offered in fu- 
ture Smead ads. Watch for 
them. 
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MILING OUT AT YOU from among 
~ the Christmas trees on vour Decen- 
ber cover is Mary Dornheim, whose 
story you will read on page 167. She's 
handling that oversized stack of mail in 
the Chicago office of NBC, where her job 
is secretary to the young man who puts 
the Kukla, Fran, and Ollie television show 
on your screen in the evenings 
The fan mail that pours in each day, 
Marv told us during a recent visit to this 
office, is usually an inch or two higher 
than the stack received the day before, 
Kukla, Fran, and Ollie is a show for the 
whole family, as you may know; and, if 
Dad or Mother doesn’t write in about it, 
one of the voungsters is sure to. Some 
don’t write a letter, just get out their 
crayons instead and draw their version of 
the puppets that appear on the show. 
Marv thinks the fan mail mav fall off 
around Christmas time because the small 
frv, vou know, are going to be mighty 
busy writing to someone else—that merry 
old man with the long white beard who 


lives up somewhere in the polar regions, 
] | g 


FROM AND TO 


THE EDITOR 





FINE NEW FEATURE: For all who 

want (a) to review shorthand theory 
and (b) to build speed at the same time, 
were introducing “Double-Duty Dicta- 
tion,” which is just about the slickest 
practice material you have ever seen. If 
vou like it, it will become a regular TS 
feature. 

As a glance at page 192 will show, 
DDD provides both a systematic review 
of a shorthand principle and dictation 
material to use in building speed 

This month the principle reviewed is 
the Gregg Simplified jent-pent blend. 
Each new word using the blend is listed 
in the shorthand preview; the key to the 
preview words is provided right alongside 
the shorthand outlines by the italics in 
the dictation material. Other words you 
would want to practice before writing the 
“take” are previewed, too 

The Dictation Material is arranged so 
that you can dictate it (or have it dic- 
tated to you) at whatever rate you would 
like. Every 20 average words (which is 
really every 28 svlables—Standard Word 
Count this is dubbed technically) a little 
number like this*’ and this“ appears. To 
dictate at SO words a minute, you would 
speak so that you reach one of the count 
marks every 15 seconds. This table may 
help you in “pacing” the dictation: 


At 60 w am, a mark every 20 seconds 
At 80 w am, a mark every 15 seconds 
At 100 w a m, a mark every 12 seconds 
At 120 w a m, a mark every 10 seconds 
At 140 w a m, a mark every 8% seconds 


~~ & > & 


To build speed, first practice all the 
preview words until you can write them 
accurately and (Continued on page 20¢/ 
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IBM Electric Typing “Time 











You type the easy way, the fast way, the 
"letter perfect'"' way . . . when you have an IBM! 


With an IBM Electric Typewriter, you turn 
out consistently beautiful work . . . almost 
without effort. You finish your regular 
typing more quickly . . . have time to spare 
for other important work. 


Isn't it time you, too, had an IBM Electric? * 


IBM, Dept. TS-6 
590 Madison Ave., New York 22, N. Y. 


Please send illustrated folders on 
IBM Electric Typewriters 


* Reproduction of typing on an 


IBM Electric, Executive Model wr Name_ ——— - -——— ——— 


Company. 


Address a = 


INTERNATIONAL BUSINESS MACHINES  — _State_ 
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Business 


Careers 
VIA 


GREGG 
COLLEGE 


e@ Executive Secretarial 

@ Secretarial 

@ Stenographic 

@ Court Reporting 

© Bookkeeping and Accounting 


@ Business Practice and 


Procedures 


© Office Machines 


— 
Methods courses for business 
teachers and intensive secretarial 


course for college students 


Only high school graduates accepted. 


Write for free bulletin. 


GREGG COLLEGE 


T.S., 37 S. Wabash Ave., im 


The 


Dept Chicago 3 


The Home of Gregg Shorthand 











Don’t File It —HANG IT! 


™ Oxfovd PENDAFLEX 
HANGING FOLDERS 


| 


| Cut Filing Costs 
| 





20% or More! 


Folders hang by 
hooks on frame 










Frame fits in 
file drawer 


Instant 
reference to 
every folder! 





Send for Catalog 





OXFORD FILING SUPPLY CO., INC. 


Clinton Road > 





Garden City, N. Y.} 
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VERY DECEMBER, Christmas seems 
E nicer to me. Could it be that I’m so 

happy because I’m really going home 
for Christmas this year? I can’t quite be- 
lieve it, although my train reservations are 
already Haven't the familys 
since summer, and how I love the thought 
of being there in the Connecticut snow 
with them over the long Christmas week 
end, 


made seen 





GIFT FOR MoTHerR AND Dap is al- 


Y 
M ready wW rapped and ribboned, and I’ve 


saved a corner for it in my suitcase. 

Mother, you know, gets cross when her 
kitchen knives won't cut, and Dad always 
seems to disappear about the time she 
needs one sharpened. So, beneath all the 
fancy wrappings on the package is an elec- 
tric knife sharpener I got for both of them. 
I know it works. because I saw it demon, 
strated and felt the edge on the knife that 
came out of it. The price is $9.95, with an 
unconditional guarantee. 

Herberts, at Pine and Westlake, Seattle, 
Washington, will deliver it to vou in time 
for Christmas giving if you write them 
today! 


pani DOWN TO THE TOE of the second 
argyle sock she’s knitting for that good- 





looking man in her life, but now she wants 
to give him something else, She 
must really like that boy!) She’s about de- 
cided on a leather memo pad for his office 
desk, and this is her description of it: 


too. 


Holds a good supply of memo sheets; 
has a magnetized pencil that clings to the 
box; has a perpetual calendar; has a secret 


PFODAY’S SECRETARY e@ December, 


compartment for keys, stamps, or change; 
has a three-minute timer to turn on when 
a long-distance phone call begins; is tooled 
in 24-karat gold; sells at $8.95. There’s 
another model, in imitation leather, at 
$4.95—and very pretty, too—but Fran has 
a notion that nothing’s too good for her 
Bill. 

She discovered this “memo marvel” at 
a big stationery store and learned that most 
stationers carry them. Just ask for Permo 
“Time-Guard.” 


[™ \ SPECIALIST in dollar-and-under gifts! 

And I like to pass the word along be- 
cause most of them are wonderful! Look, 
if vou will, at the “Gift Dangles” on the 





tree, for one thing—ten informal note sheets 
and ten envy elopes tucked into a cardboard 
cutout that looks for all the world like a 
Christmas-tree ornament. 

Now, for 69 cents, there’s a gift that is 
pretty and useful—and $2 buys three of 
them. Ask at your favorite stationery 
counter for “Dangles” by Eaton Paper. 


“Lint-LirTer” is in the same class, 

and it’s just right for me to give to 
Anne, whose name I drew for our party 
at the office. 

Imagine a small roller, coated with a 
special tape, and then I'll tell you how it 
works. You roll it over a blue serge suit 
you are wearing, for instance, and _ the 
roller picks up every speck of lint or dust. 
Good on hats, purses, upholstery; and 
when one layer of the tape is. full of lint, 
you peel it off—and there’s a whole new 
surface! 

It’s yours for only one dollar. Refill 
rollers are two for a dollar. All postpaid, 
with a money-back guarantee, from the 
Hollywood Bazaar, 6808 Sunset Boulevard, 
Hollywood 28, California. 
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s | SHOPPING 








— 
MNHE BEAUTY COUNTERS in December are 
ne | enough to make you swoon, aren t they r 
en Thev re all a-glitter and a-glow, and swim- 
led ming in heavenly tragrances! Everything 
e's u see, you want to buy; and everything 
at you buy, you'd like to be getting in your 
has wn Christmas stocking! 
her Here are some of my best buys: 
Even-Steven, by ~ Harriet Hubbard 
at Aver. A golden-dotted dice no, “die” > 
ost there s only one, so I mustn't Say “dice! ) 
mo big enough to hold a= stick of Golden 
Chance cologne and a Golden Plaid lip- 
fts! stick. $2.50, plus tax. 
oo “Wishing Well,” by Helena Rubinstein. 


\ Cologne and body powder in White Mag- 
. nolia or Heaven-Sent. $2.75 and $3.00, 
plus tax 

‘Perfume Jewel Box.” by Dermetic. : 
Three dreamy perfumes in a removable Accurate shorthand is so easy 


silk-lined rav. fitted into a richly bre raded, oOLVUe BLACK . . ‘ iC “Cc -KI; 
ovceashit Aad ten, a cee 76m going with SANFORD’S PENit 


the 






—— 


P Fountain Pen Ink! That's because 
f 


“ 7 : 
Mix wirn ©7 this ink comes from the sensible- 


y 


sized bottle... fresh and free-flowing 
... assuring natural “‘glide-ability.” 
So, for clean-cut, vivid outlines and 


split-second starting in dictation, 





a 


always use a good pen with 


ACTUAL SANFORD’S PENit Ink. 
% eam Bottle 


saa Mie i ca te ONE BOTTLE OF SANFORD’S PENIT 
“Light isses, mi Averfast—a__lipstic es 
mts [bulb art being 4 awe pak serine) — FOUNTAIN PEN INK GIVES YOU 


i | cmtiaictieatee SeS! BOY.QOO sHOR BOLS 
” | 7 














it is | 
of | This sensible-sized SANFORD | yy! 

ery | PENit bottle prov ides you with 
a constant supply of fresh, free- 

= flowing tountain pen ink enough to write 600,000 

te shorthand symbols. Actually, that’s all the ink an 

arty ‘ iveTage user Can kee p fresh ; ° all youll need to ke ep Y) 
vour dictation pen at TOP PERFORMANCE! 

ha 

— Send jor free dictation practice booklet, ““What 

jee Jeweled or Plain Perfumeites, purse size, every secretary should know about ink.” Send 

suit in the wonderful Rubinstein fragrances vour name and address to Sanford Ink Co., Bell- 

the F ie @9 7% S wood, Illinois. Specify Dictation Facts Booklet 

rom $1.50 to $2.75, plus tax. Vo. 201 (GS 


lust. 
and 


, ONE OF THESE GLAMOROUS ITEMS is going | * 
lint, , 2 : r | om . ai 
to make my brother happy because—wait 
new till | finish—I’'m going to wrap it up for : pa 
him to give to his girl! He seems like such 
efill ee eee | FOUNTAIN PEN INK 
- a voungster, but he has a girl—he sent me 
ee: a “snap” of her. I'll meet her in Connecti- 
t 1 cut. Oh, goodness, why don’t those holidays 
ard, hurry up and come! 
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Improve speed... 
accuracy...at school! 


Get a Royal Portable for home practice! 





Increase your word speed with Royal, the stand- 
ard typewriter in portable size! 


Cut down your errors with Royal, the easiest- 


writing portable ever built. 


Learn faster. . . learn easier . . . improve your 


chances for a better job when you graduate. 


Get a Royal Portable now. It has an office type- 





writer keyboard, office typewriter controls, office 
typewriter touch... 


PLUS — office typewriter margins! “Magic” 
Margin, automatic margin both left and right! 


RAL 


TODAY’ 





sr 


TERMS AS LOW AS 


25 

$ [= A WEEK. 
ASK DEALER ABOUT 
LIBERAL TRADE-IN 


LPP LPP 


5 


ALLOWANCE 


eer 





All These Features, too! Right and Left “Magic’’ Margin 

. . Speed-King Keyboard and high-speed key action . . . Finger-Flow 
Keys of non-glare plastic . . . Finger Comfort Carriage Controls ... 
“Touch Control” . . . Adjustable Paper Support . . . Larger Cylinder 
Knobs .. . Rapid Ribbon Changer . . . Paper Lock Scale . . . Picture 
Window Writing line visibility and full 9-inch writing line . . . New 
Triple Spacing . . . New Contour Case. 


**Magic’’ and **Touch Control’’ are reyistered trade-marks of Royal Typewriter Company, Ine, 


World’s No. 1 Portable 


The Easiest-Writing Portable Ever Built! 
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The Kukla. Fran. and Ollie TV show keeps Mary Dornheim busy, 


but its three main characters, below, help to keep her smiling. 


A PUPPETEER 


ARY DORNHEIM stepped out of her office building into the crisp 

evening air. A gust of Chicago wind blew snowflakes around her 

pretty red head. “Merry Christmas, Santa,” she said to the jolly little man 
standing on the corner, as she dropped a few coins into his box. 

A clock down the street chimed seven; and, although Mary had just fin- 
ished a hard day’s work, there was still plenty of bounce to her step. The 
events of the day—from 11 a.m., when she had arrived at the office, until just 
now, when she had left the television studio — rushed through her mind 
as she walked along. She chuckled to herself over the latest troubles of 
one of the characters.on the show (Ollie, by name) and then grew more 
serious as she thought of an important job she wanted to finish tomorrow 
morning at the office. 

Such would be the description of your homeward retreat if you were 
secretary.to.2—puppeteer — secretary to Burr Tillstrom, to be specific, 
originator-of that.famous television show, Kukla, Fran, and Ollie. Over 
twenty million=wiewers, and probably you, watch this heart-warming 














detail of the show is attended to. She While Burr Tillstrom is talking to his caller, however, Mary has a 
frequently has occasion to check with the chance to read over the notes she has just taken—if Kukla, who 
television technicians before broadeast time. seems to be a part of the party, will permit her to attend to business, 


program that brightens NBC Television every week- 
day night. From a little stage set up there in the NBC 
studio, the puppets Kukla and Ollie, and the pretty 
virl Fran, delight families everywhere with their songs 
and amiable chatter. Behind the scenes, of course, is 
Burr Tillstrom, whose hands and voice animate the 
puppets—not only Kukla and Ollie, but also eight 
others who appear from time to time. 

Although not in the limelight, Mary plays her role 
in the show, too. Mr. Tillstrom has shifted many re- 
sponsibilities onto her shoulders, and she carries them 
well. “Adaptability is the thing in a job such as this,” 
says Mary, smiling and tilting her head to one side. 
“It's just impossible to stick to a set routine. You must 
be able to accomplish your work under many unusual 
circumstances.” 


Anp Mary HAS a great variety of work to accomplish. 
First of all, she takes dictation from Mr. Tillstrom. 
“He's exacting,” she says, “and reads from beginning 
to end every letter I submit for signature; but he’s very 
nice about errors.” She has charge of the fan mail and 
answers a great deal of it herself by dictating to a 
full-time and a part-time assistant. “Sometimes I pass 
special letters on to Mr. Tillstrom to answer,’ she 
adds, “and some are directed to Fran. Practically every 
letter is answered, and all of them are kept in the files.” 

Another responsibility of Mary’s is the distribution 
of the Kuklapolitan Courier. Mary is in complete 
charge of this job, and the stacks of envelopes and 
labels that are a part of each mailing are a familiar 
sight to her. If you are an ardent Kukla, Fran, and 
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Mary takes it upon herself to see that every Is there any dictation session that isn’t interrupted by the telephone? 
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Ollie fan, you have probably already received your 
copy of the new 1951 Yearbook edition of the Courier. 
Its sixty-four colorful pages are chock-full of interest- 
ing pictures and inside information on the show and 
its cast. 

Although Ollie, as treasurer of the Kuklapolitans, 
takes all the credit for balancing the books, Mary 
actually handles the accounting for the show. Every 
now and then, during a program, Ollie will quote 
the number of “jelly beans” left in the treasury; but 
Mary is the girl who shoulders the monetary respon- 
sibilities. 


As IF ALL THIS werent enough to keep the most efficient 
secretary busy, at five o'clock Mary locks up her office 
and goes upstairs to the studio to see if there are any 
last-minute things to be done before the program goes 
on the air. The studio is always buzzing with activity 
and excitement, and Mary usually shares in that ex- 
citement. 

“One night, about ten minutes before show time,” 
she says, “I had to hop into a taxi and locate—of all 
things!—some dry ice that would be needed during a 
skit the puppets were doing. Another time, I can 
remember sitting down at a little sewing machine and 
stitching together a kimono for Fran to wear when 
they suddenly decided to sing The Mikado that night. 
There's never a dull moment!” 

When there are no last-minute things for Mary to 
help with, she usually greets the studio visitors who 
have been scheduled in the guest book and shows 
them to their seats. “Our studio will hold about fifteen 











? Mary works closely with Cathy Morgan, who is secretary to Beulah 
Zachary, producer of the show. At the right, meet Ophelia Ooglepuss. 
Buelah Witch, Fletcher Rabbit, and Colonel R. H. Crackie. 
Se four more of the ten puppets created by Burr Tillstrom, 
Our or twenty people,” Mary says (that usual friendly 
ier. twinkle is ashine in her eves), “and not only do I meet 
‘st- and talk with the Mr. and Mrs. John Doe's, but also 
ind with stars like Robert Q. Lewis. Dave Garroway, and 
other television celebrities. 
Ms, 
ary DURING THE HALF-HOUR sHOW, Mary sits comfortably 
ery before a large television screen located in the “living 
ote room adjoining the studio and types the gist of the 
but program taking place before her. “No.” she laughs : 
on- “| don't type everything word for word; that isn't - 
necessary. You see, the show itself is photographed: = 
so, we get a complete and permanent picture of it one 
ent But, since no script is used, we need my brief report 
fice for the files.” 
uny It is a fact, as Mary says, that the show uses no 
oes script. Every Kukla, Fran, and Ollie program is pre- 
‘ity sented ad lib from beginning to end. The music is 
eX- decided on ahead of time, for Fran and her little friends 
; do a variety of songs each night; but the dialogue itself 
1e, is only briefly discussed fifteen or twenty minutes be- 
all tore the show, when Burr Tillstrom, Fran Allison, and 
ga Music Director Jack Fascinato go over an outline of 
can the story that will be developed during the half hour. 
und Yet vou wouldn't guess that the script wasn’t planned 
en to the last detail, for there is never a flaw. The con- A 
cht. Versations are spontaneous, always amusing, and you 
wonder what will happen tomorrow. x 
to “After the program,” says Mary, “we meet and talk N 
vho with the visitors in the studio. It’s always interesting 
ws to discuss the show with people who have been watch- i Ji 7 
pen ing it in their homes all over the United States. Quite 
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frequently one or two representatives of the sponsors 
will be in the studio, too.” 

It is only after bidding the last of these guests good 
night that Mary travels home to her little Chicago 


apartment. 


How bors A Girt get a glamor job like this? It doesn't 
happen overnight. Mary had done secretarial and 
accounting work for several vears. in a number of dif- 
ferent places. “My family traveled around so much,” 
Mary explains, “that I got my education and first jobs 
in many places—Pennsylvania, New York, and New 
Jersey, to name a few.” 

When she finally made Chicago her home. Mary 
started work at WBKB (one of the first. television 
stations in that city) and met many television people, 
including Miss Beulah Zachary. Miss Zachary, pro- 
ducer of Kukla, Fran and Ollie, became interested in 
Mary and her many talents, and she mentioned Marvy 
Dornheim to Burr Tillstrom when he was looking for 
a secretary who was not only capable but who knew 
her way around a television studio. 

“IT never knew anything about puppets,” savs Mary, 
“but | had always enjoved watching the Kukla. Fran, 
and Ollie show, and I knew Mr. Tillstrom well enough 
to nod to him when I saw him around the studio.” 
Needless to savy, Mary was thrilled when she heard 


that she was to be secretary to Burr Tillstrom. She 





realized at once that her job wouid be an interesting 
and enjovable one—and throughout her two and a half 
vears it has been. 

She even. enjoyed the night when, just a few min- 
utes before the start of the show, it was decided that 
one of the characters would mix up a headache powder 
during the program. 

“Mary, get some headache powder for me, will vou?” 
shouted Burr Tillstrom. 

It was too late to run to a drugstore, so Mary puffed 
up the three flights of stairs to the nurse's office and 
asked for some. 

“Sorry, Mary.” said the nurse; “the only thing I 
have is the tablet form, but you're welcome to as 
many as youd like.” 

“Thanks a lot.” Mary called back as she grabbed a 
handful of the tablets and hurried down to the studio. 

Burr Tillstrom frowned when she handed them to 
him. “Gee, Mary,” he said, “this won't do; for this 
scene, it has to be in powder form.” 

“All right,” she said determinedly, “Ill grind them 
up tor you. 

Mary was still busy grinding when the announcer 
introduced the program. but she produced a glassful 
of headache powder by the time it was needed and 
then popped two tablets into a glass for herself 

“Adaptable.” Marv repeated, “vou have to be adapt- 
able in this job!” 


The whole gang gets together over a cup of coffee to 

discuss the show. Left to right: Louis Gomavitz, director: 
Beulah Zachary. producer; Mary: Joe Lockwood, designer: 
Burr Tillstrom;: Fran Allison; Jack Fasecinato, musie director 











= vs 





TRIM 

THE TREE 
WITH 
SOAP 
FLAKES 


A LITTLE CHRISTMAS TREE, fresh and green 
L is part of every office every wonderful holiday 
season. Youre probably the lucky one who trims it. 
too, for to you always fall the “odd jobs” in the office. 

\ clever and inexpensive trimming, suggested by 
the Cleanliness Bureau and illustrated on this page, is 
“Bubbles and Bows.” Want to try it? Tie on your 
apron, then, and tell the boss youll be busy for an 


) 
hour. 


To MAKE THE BUBBLES, use a minimum of water and 
Whip up thick dry soapsuds with an egg beater bor- 
rowed from home. Then spread the mixture on the 
branches of your tree with a spoon until it looks like 
fallen snow. When applying the suds, work from the 
top of the tree down in order to avoid dripping on 
branches already coated. 

\fter the first application dries, spread on a second 
layer of suds in the same manner. For a sparkling 
effect, sprinkle dry soap flakes, colored sequins, or 
Whole fresh cranberries over your second application 
before it dries. The suds will stick like glue and stay 


in place indefinitely once they dry, giving the tree a 
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just-decorated look all season long. And nothing falls 
off to clutter the floor beneath the tree. 

The bow effect is obtained by tying big red and 
white ribbons at different spots on the tree until it 
looks like a peppermint stick you could almost eat. 
There are many attractive displays you can arrange 


by using different combinations of colored ribbon. 


Ir youb LIKE to embellish your office windows and 
glass doors with Christmas scenes, Santas, and rein- 
deer, a paste made of scouring powder and a bit of 
water is all you need. You can spread the entire sur- 
face of a window with the paste and then trace the 
drawing with a dry finger. Or you can “paint” the 
scene on a clear surface with a small paint brush 
dipped into the paste. If you find you must have 
guide lines, first sketch vour design with a pointed 
sliver of soap. When Christmas is over, all you need 
do to erase the drawings is go over them with a clean 
wet cloth. 

So. if the weatherman fails to come through with a 
white Christmas, try your hand at a soapy one. And 


may it be “Merry” for you and all your office mates! 








Virginia Leech, secretary to the vice-president of Nieman-Marcus for 
two years, likes the fact that her duties increase in variety and 


interest. Here she discusses an advertisement’ with 


by Elizabeth Shoop 


artist 


Bob 


Wevyvmne. 





SECRETARY IN 


All year long, but especially during the holidays, 


N DECEMBER, it’s often warm in Dallas. Texas. 

but the Christmas spirit is just as strong as where 
the snow is falling. Early in December, Dallas homes 
are lighted with Christmas trees and doors are dec- 
orated with holly. It is even said that the season 
officially starts when the Christmas decorations go up 
in Nieman-Marcus, and that world-famous store each 
vear provides an ever-new, glittering holiday setting 
for its beautiful wares. Here is gathered merchandise 
from all over the earth—some specially commissioned, 
to be found nowhere else—and all of it, from the dollar 
handkerchief to the $75.000 diamond ring, have these 
features in common: fashion, quality, and good taste. 

There is a special enchantment about Nieman-Mar- 
cus at Christmas time; but Virginia Leech finds that 
the store's warm, happy atmosphere lasts all vear long. 
She has been there for two vears as secretary to Mr. 
Lawrence Marcus, vice-president. 


172 


VIRGINIA LOOKS just as vou would expect a Nieman- 
Marcus secretary should: poised. smart. friendly. 
When she arrives at her fourth-floor office at 9:30 
each morning, it is to begin a day of exciting, but hard, 
work. Mr. Marcus has arrived at the store before her, 
but he is busy on other floors—perhaps with a meeting 
of the staff of the Woman's Shop, perhaps inspecting 
a new display—and he may not appear at his office 
until ten o'clock. 

Before he comes in, Virginia will open his mail. put 
to one side the letters she herself can handle. and 
place on his desk those he will want to read or answer. 
After straightening his desk as much as she dares, she 
will take back to her own office the records he has 
dictated the night before. By the time he arrives, there 
are undoubtedly people waiting to see him: some have 
appointments, which Virginia has already noted on 
his calendar; others are there unexpectedly—store per- 
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The gift-wrapping department is the busiest and prettiest place in’ the 
store come Christmas. Virginia Leech enlists the help of Super- 
visor Lillie Middleton in wrapping a gift for a customer. 


Vieman-Marcus has a kind of enchantment for all who work or shop there. 


sonnel who need his counsel on an emergency problem, 
customers who want his advice. some who just want 
to sav hello. Mr. Marcus likes people. and likes help- 
ing them; his taste is so right that some of his cus- 
tomers would never make an important purchase 


without first consulting him. 


NOW VIRGINIA WILL BE REALLY BUsy. If there are no 
Interruptions or unexpected assignments, she attends 
to routine duties: transcribing from the records Mr. 
Marcus has dictated (when he goes to Europe he 
air-mails records back to her), transcribing special 
rush letters that he dictates to her personally, writing 
her own letters, filing. pasting up the ad book that 
contains every newspaper advertisement of the 
Woman’s Shop, making out her reports. 

Virginia likes figures and is apt at them, so they 


make the reports one of the most interesting parts of 


her job. Her figures show in black and white a record 
of what the store is doing—budget reports from every 
department, reports of daily sales, personal selling 
records of the salespeople in the departments unde 


Mr. Marcus’ supervision. 


Most ABSORBING OF ALL 10 Virginia are the “buving 
plans.” They are made up a month before Mr. Marcus 
and his coat, suit. and dress buyers go on their four 
buying trips each vear. To know what to buy and how 
much to buy for the season ahead, they must know 
how much they can expect to sell. It is the figures 
Virginia compiles that form one of the main bases 
for their judgement. Her finished figures show exactly 
how many garments of each type and price range they 
bought on the same buving trips in the two previous 
years, and how many were subsequently sold. 
When the buying is over, Virginia records the num- 
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ber of garments purchased and then waits for the end 
of the story the selling record. This will be the test 
as to whether the original buying plan was right. 
Virginia is tascinated by the figures she works with, 
because to her they arent just figures—they are, say, 
Adrian suits or Carnegie dresses, or Pietro coats. 

The “holiday buying” is done in September, which 
means that late in August Virginia is working on plans 
that will materialize into the resort clothes that cus 
tomers will wear on winter cruises, or the ball gowns 
that will shine at Christmas-weck parties. 

There are four buyers in the Woman's Shop and 
four assistant buvers. Virginia tukes dictation from 
them. too. as occasion demands; usually when mer- 
chandise must be returned to the manufacturer for 
replacement or credit. All garments are given rigid 
inspection before thev are placed in stock. If a dress 
is not sized correctly, if there is a flaw in the material 
if a gusset looks as though it might pull out, it most 
be returned. Since all clothes are bought with thi 
understanding that no other store in D.llas or the 
surrounding area will also offer them. an entire ship- 
ment may have to be returned if it is discovered that 


a manufacturer has broken his agreement. 


THESE ARE VIRGINIA'S ROUTINE putTiFs. but there are 
always special situations that bring their own excite- 
ment. There is the personal shopping that Mr. Marcus 
will do for his customers—the considered selecting of 
jewelry or a gown. Although he does the choosing 
Virginia mav do the errand. She will go down to the 
precious-jewelry counter to bring back a detailed 
report on a diamond bracelet. or to select a scarf from 
the accessories department that will flatter a certain 
lady in a certain coat. 

\t the time of the famous vearly fashion exposition 
when Nieman-Marcus presents two dazzling evening 
Virginia has lunch in the Nieman-Mareus Pent House with 


three of her associates. The employee discount ap- 
plies to everything in the store, including lunches here. 








fashion shows and gives the coveted Nieman-\arcus 
awards tor “distinguished service in the field of fash- 
ion” (very like Hollywood's “Oscars” ), Virginia, like 
most of the store personnel, will be working hours of 
overtime. Then. when the big nights come, she’s on 
hand, too, standing behind the scenes to see that Mr, 
Marcus models are ready and on the stage in time. 
She has doubled as a model herselt. 

Meeting famous celebrities as they visit the execu- 
tive offices is a nice part of her job, too. The handsome 
leather guest book in Mr. Stanley Marcus’ office bears 
the autographs ot famous visitors trom Hollywood to 
India. from New York to Egypt. Virginia met Gree: 
Garson with dignity; but her introduction to Dan Daily 
was a little more informal—she almost collided with 


him as she rushed too quickly around a corner. 


Oxr OF THE MOST ENVIABLE advantages of working 
with \Ir. Mareus is the knowledge she gets, not of the 
latest fashion. but of the tashion to come. Sometimes 
it is the import from the newest French collection ( Mr. 
Marcus bought one of the most expensive models to 
come from France this vear), sometimes it is the 
adaptation that Mr. Marcus may make for his cus- 
tomers. or the exclusive new fabric he has commis- 
sioned trom an Italian mill. 

Virginia is especially excited about the recent ocea- 
SION when Mir. Marcus. rem«e mbering his Own feelings 
about his Army dress uniforms, commissioned a famous 
designer to create a new uniform for the WAGs, 
Sketches were submitted to officers for criticism. to 
the Quartermaster Corps for official approval; but, 
even after authorization was finally received and the 
first order was placed. Mr. Marcus was still thinking 
of improvements—down to such details as the deepen- 
ing of a watch pocket. As secretary to Mr. Marcus. 
Virginia has seen the launching of many fashions; but 
she thinks this WAC dress uniform was the happiest. 

To anvone working in a department store anvwhere, 
one of the most precious privile ges is the crmplovee 
discount. Nieman-Mareus is no exception. It offers its 
emplovees discounts on everything in the store. from 
cosmetics on the first floor to lunches in the Pent House, 
even including weekly visits to the store’s beauty 
salon. To all this shopping, there is only one happy 
restriction—it must be done on “office time” and not 


on lunch hours! 


VIRGINIA HAS HAD a lot of interesting work experience, 
Her first job was secretary to the vice-president of a 
Dallas air-freight company. Then she was secretary 
to a Florida state senator. Although she was happy 
with both, she finds there is .omething special about 
Nieman-Marcus. It isn’t only glamour; she says the 
pleasant, loyal, friendly atmosphere of the store starts 
right in the executive offices. 

It is easy to see why, after just two weeks in her 
present job, she was in love with it; and why now, 
two years later, she still is. 
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Choosing the proper 


FILING SYSTEM 


Four different filing methods are in 
common use today. Do you use the 
best possible system in your office? 


by Gilbert Kahn 


KNOW that vou would never decide to wear your 

tweed suit to a formal dance; and I’m equally cer- 
tain that you wouldn't choose your pink formal to 
go to work in on Monday morning. Clothes are clothes. 
of course, but you choose the proper ones for the oc 
casion at hand. 

Choosing the right filing svstem is something like 
choosing the right clothes. There are many filing 
methods vou could use that would provide a means 
of storing office papers; but one method will be better 
suited to the needs of vour business than any of the 
others. Remember that each offiee is different. There- 
fore what is suitable for one may not be suitable for 
another. Let us look at some of the different methods 
of filing, so that vou may determine the one that best 


fits your needs. 


THERE ARE TWO Basic TyPrs of filing—the direct and 
the indirect. Types of direct filing are: alphabetic, or 
name; geographic; and subject. Numeric filing is the 
only indirect tvpe of filing in common use. The basic 
difference between the direct and the indirect is that 
in the direct type, one can go immediately to the file 
drawer to locate material; in the indirect tvpe, one 
must first consult a card index in order to locate the 
material in the file drawer. 

This article will describe briefly the direct types of 
fling: alphabetic. geographic, and subject. Numeric 


filing will be discussed in the January issue. 


Alphabetic Filing 


If vou generally think of a person or a company 
when you are looking for or filing away material, then 
vou would find the alphabetical, or name, system of 
fling most applicable to vour office. Alphabetical 
fling was treated in some detail in “Rules for Index- 
ing and Filing,” on pages 120-123 of the November 
issue, 

You can devise your own arrangement of file guides 


ind folders for an alphabetic system, or you can 


Ilustrations. courtesy Smead Manufacturing Company, Inc. 


purchase a prepared set from one of the filing equip- 
ment and supply manufacturers. There are many of 
these on the market. among them the Remington Rand 
“Variadex, the Amberg “Nual.” the Filing Kquipment 
Bureau “Bee Line,” the Globe-Wernicke “Safeguard 

the Shaw-Walker “Tailor-Made” the Yawman and 
Erbe “Direct - Name,” the Oxford “Speed - Index 

Smead's “Tell-I-Vision,” and Smead’s “Super-System. 
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Alphabetic Arrangement 


While these systems vary somewhat m me number 
and location of guides and the use of color or numbers 
as supplementary location finding devices, they all 
carry out the same fundamental principles of the al 


phabetic method. 


Geographic Filing 


Do vou work for a sales organization, a mail-order 
house, a publishing company? If so, a location, rather 
than a name, probably pops into your head when the 
boss asks for material from the files. When a location 

a city, state, or territory—is considered before any- 
thing else when correspondence is filed or sought, 
then you should file geographically. Material is filed 
first by state or territory, then by city or town, and 
finally by the name of the correspondent in the city 
or town. Filing equipment and supply manufactur 
ers carry prepared sets of filing materials for geo 
graphic filing, also. 

\s stated before, geographic filing is a direct svs 


tem of filing, and one may go immediately to the file 
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drawer to locate material. However, it may be helpful 
to keep an alphabetical card index in conjunction with 
a geographic system. If, for instance, you were asked 
for a correspondent’s last letter without being told 
his location, or if the letter at hand was from a new 
address, you could quickly turn to his name in the 
alphabetic index, and the card would show the state 
or territory and city behind which his correspondence 


file is to be found. 
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Geographic Arrangement 


Subject Filing 


Entire books have been written about subject filing. 
for it is a method that has almost endless variations. 
In these few paragraphs, we can discuss subject filing 
only in the most general terms. 

It is particularly usetul in those offices where reports. 
correspondence, and other data is referred to by the 
content of the material rather than by the name or 
location of a correspondent. Such an office will file 
papers by subject, because they are thought of by 
subject. For example, a publishing house might set 
up a subject file, with such main headings as Articles, 
Books, Magazines, Pamphlets, ete. 
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Subject Arrangement 


In some offices, only a few papers are referred to 
by subject, the bulk of them being filed alphabetically, 
let us say. In such a case, subject captions may be 
combined with your alphabetic system. In other words, 
your material for a correspondent could be divided 
and placed in two folders, so that the folder arrange- 
ment might be: 


Public Delivery Co. 

Public Service Co.—Correspondence 
Public Service Co.—Invoices 
Pullman, John 

etc. 





However, where a large volume of papers is to be 
filed by subject, a more detailed arrangement is 
needed. 

In setting up a subject system, it is necessary first 
to adopt a subject classification plan. This means that 
vou must decide upon and list the main headings to 
be used. A publishing house, to repeat the exampk 
which we just gave, might select for their main head- 
ings: Articles, Books, Magazines, Pamphlets, ete. 

The headings selected should be logical, simple, and 
as few in number as possible. They should be adopted 
only after careful consideration of the volume and 
kind of papers to be filed, and how and by whom 
these papers will be used. 

After the main headings are established, divisions 
and subdivisions of the main headings will be added 
as needed. The main heading of Books, for instance. 
might be divided by specific book titles, alphabetically 
arranged; and the material under each book title might 
be subdivided into folders labeled: Advertising, Au- 
thor, Printer, Sales Promotion. 

A subject system is not an easy method of filing to 
install and use because it must make sufficient  pro- 
vision for individual interpretations. One person look- 
ing for material in the files might seek it under 
advertising; another person looking for the same mate- 
rial might seek it under sales promotion. Therefore 
the material must be handled in such a way that it can 


be located regardless of how it is called for. 


The Relative Index 


If only one person uses the subject file, it might not 
be necessary to keep an alphabetic card file to help 
locate material in the file drawers. However, if people 
not familiar with the subject file must locate material 
in it, an alphabetic card file makes that task easier for 
them. Such a card file is called a relative index. It is 
an alphabetic arrangement of all of the divisions and 
subdivisions that fall under the main headings. With 
the aid of such an index, it is possible to locate a folder 
even though one might not know the main heading 
under which it is filed. For example, a letter is re- 
ceived about advertising in Topays Srecrerary. A 
person who is unfamiliar with the subject file may look 
through all the drawers without spotting a folder 
labeled “Today's Secretary.” However, by referring 
to either “Advertising” or “Today's Secretary” in the 
alphabetical card index, that person would learn that 
the folder on Topay’s Secretary is filed behind the 
main hecding “Professional Magazines.” Locating it 
is then a simple matter. 


FILING PROBLEMS, no matter what system you use, 
arise in the best of offices. When they do, ask for 
help! It is quite possible that your employer would 
give you permission to call in a filing technician. All 
filing equipment and supply companies have such ex 


perts, who are glad to discuss your difficulties with you. 
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Here It Is: The Annual O. G. A. 


i ERY YEAR an event of great 
importance takes place for 
Gregg shorthand writers all over 
the world—the International Short- 
hand Writing Contest, sponsored 
by the Order of Gregg Artists. 
This contest has a twofold pur- 
pose: to inspire young shorthand 
writers to practice for a better stvle. 
and to reward those writers who 
have attained exceptional merit and 
skill. 

Stenographers. teachers. report- 
rs. and students from all around 
the globe compete—about 30,000 
strong each vear! Nearly $2,000 
worth of lovely prizes are offered. 
and all Gregg shorthand writers. 
except those who have won first 
place in an individual event pre- 
viously, are eligible to compete. 


Now Ir Is YOUR TURN and your priv- 
ilege to see how your notes com- 
pare with the notes of other short- 
hand writers. The regulations are 
simple: Write the O.G. A. Contest 
copy on page 178 in your very best 
shorthand writing stvle and submit 
it to us. Your notes should be flu- 
ent, accurate. legible—the kind of 
notes that can be read without hes- 
itation or guesswork by any Gregg 
writer. 

Use good penmanship — paper 
(preferably ruled) or a leaf from 
vour notebook. You may write in 


Announced by 


Florence Elaine Ulrich 


Director, Gregg Awards 


either pen or pencil, but pen is 
preferred. Submit your notes to the 
O.G. A. Contest Committee on o1 
before March 1, 1952. 
isnt it? 

BUT, if vou would like to win one 
of the lovely prizes, you must prac- 


Simple. 


tice conscientiously, painstakingly. 
alertly. A few minutes each day 
devoted to the perfection of out- 
lines. or to the development of flu- 
ency, should enable you to win 
recognition and an award. 

There is no charge for entering 
the Contest. If, however. vou wish 
vour Contest specimen considered 
for membership in the Order of 
Gregg Artists. then the membership 
fee of ten cents (see page 179) 
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Contest! 


should accompany the specimen 
and your entry should be marked 
‘\fembership Examiner.” 


Tue Orpver or Grecc Artists is the 
largest organization of shorthand 
writers in the world. Thousands of 
students and shorthand writers 
have found interesting shorthand 
“pen pals” through their mutual in- 
terest in writing good notes. You 
will have great fun participating in 
this Contest for one of the lovely 
prizes offered. and the practice fon 
good notes will make you a better 
shorthand writer! 

Ten minutes a day between now 
and the closing date. March 1 


should make you a happy winnel 
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ire not ten entries, the papers are 
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eligible for the individual] prizes 


\ magnificent Grand School Prize 


silver loving cup will be awarded to 
the team making the highest score o! 
l] thre school divisions of thi 
QO. G. A. Contest, and a $100 U. S 


1) t¢ nse B ynd will he 


Ol UT up ot 


uvarded to the 


teachers ente 


ing the winning team. 

team entered in the Contest 
considered for the Grand 
Prize, but the team that wins it is 


i 
taken out of competi 


Prophy ot its 


itutomatically 
tion for the First-Prize 


ive school division 


Division Prizes 


School teams will be entered in 


their re spective school divisions High 
School and College Division, Private 
School Division, or Parochial School 
Division 


The prizes to be awarded in each 
} 
VISION are as fol] IWS: 
First Place. First-Prize frophy Cup 
to the winning team, and a $25 U. S. 
Savings Bond to the te: 


+ 
2 


icher or group 
teachers entering the 
Second Place 


Banner to the 


team. 
Second-Prize O. G. A. 
winning team, and 
Pocket Watch to the 
teacher or teachers. 

Third Place. Third-Prize O.G. A. 
Banner to the winning team, and a 
Fountain Pen Desk Set to the teach 


er or teachers. 


“Swee pste r 


If more than one teacher is repre 
sented in a team, the cash prize will 
be divided equally School cups are to 
be held by the scho 


Any school winning a cup three 


1 for one vear only 
times, 
however, retains it permanently 

Next Five Place ;. Prize School Ban- 
ner to the winning teams, and a vear’s 
subscription to Topay’s SECRETARY to 
the teacher or teachers. 

Next Fifty Places (all divisions): 
Prize-School Banner to the winning 
a Blue and Gold Enamel] 
QO. G. A. Pin to the teacher or teachers. 

Honorable Mention Certificates will 
be awarded to teams with a score of 
follows: Gold Seal, 
70 or better: Red Seal, score 
of 60 or better: Blue *s al. score of 50 
or better; and a gold O. G. A. Pin to 
the teacher or teachers. 


teams, and 


50 or better. as 


SCOTE ot 


Individual Prizes 
The Individual Grand Prize silver 
loving cup and a Gold and Enamel 
O. G.A to the 
writer of the best snecimen received 
in the Contest Winning this event 
tutomatic ally bars the 


Pin will be awarded 


winner trom 





CONTEST PRIZES 


O. G. A. 


Gums. EST @Geryr 


and Membership Test 


Preliminary Practice 


wee C2 6 « 
y Ons hehe Ss. 


competition for first place in his re 
spective division. 

All shorthand 
ners of first place in any previous 
O. G. A. Contest, are eligible to com- 
pete for the 


CI 


writers, ex¢ ept WI1n 


Individual Prizes, ai 


every Contest specimen will automati- 
cally be put into competition for the 
Individual Grand Prize. 

Individual specimens will be classi- 
fied according to the status of the 
writer, as follows: (1) Teacher, (2 
Student. 3) Ste nographer, Secre tary, 
wr Shorthand Re porter. Identical prizes 
will be awarded in each of these three 
Individual Divisions: 

First Place. Small 


Cup (a permanent 


Silver Loving 


award z 
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Second Place. 
Watch. 

Third Place. 
Pen Desk Set 

Next Ten Places. Copy ol Hutch- 
inson's “Standard Handbook for Secre- 
taries, New Sixth Edition.” 
winner s name imprinted on the cover. 

All Specimens rating Hon rable 
Mention will receive the Gold O. G. A. 
Pin. 


“Sweepster Pocket 


Esterbrook 


Fountain 


with the 


Rating of Specimens 


Notes are rated on fluency of writ- 
ing: correct formation of curves, 
blends, and other characters pl pol 


tion in the length of strokes and size 
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ircles; and on tacility in JOINS, 


School teams are rated on the fol 
wing points: 


! 
Pere 


entage 4 papers submitted fi m 
shorth id students n lass | classe s 
eligible to compete 
2. Percentage of specimens qualifving 
for O. G. A. Members! 
Percentage of specimens awarded 


H norable Mention 
f. One point idditional credit will b« 
given for each Honorable Mention, and 
halt P int of additional credit will be 
for each Junior student who quali 
s. for @243..A Membership . 
lhe Contest Committee is ¢ ymposed 
Anne G. Kovacs, Hubert A. Hagar 
Robert E. Slaughter, and Florence 
Elaine Ulrich, Contest Chairman. 


General Instructions 


Before preparis individual) and 


1 
team pape rs, Ye ad these details. hey 


important to correct entrv. Unde 
i 


J 
ne the instructions that ippliv to vow 
, 
1 club ot Contest specimens 
| ‘ — 
| ( ( mitest pte 175 
} 
s © used by l mtestants 
) \n\ 0d penmanship paper 
wei - i I Se wate 
nreferah] riled 1 } | ne 
WereraDIV ued nay fe sed, Sp 


I 
cial O. G. A. Test paper is available; 


a sample may be had on request, if 


} 


iccompanied D\ stamped © self-ad 


dressed envel ype. 


3. Pen preterably r pen il may 


be used, except In the Le che rs Divi 
sion. Either pen-written 01 black- 
board notes must be submitted in the 
Teachers Contest Division. 


1, Write at the top of the pape 

: 1,] 
your name and personal address. If 
vou are a student, give the name and 
address of your school. also. State 
whether vou alreadv hold an O.G. A. 
award. If you are a teacher, be sure 
so to state and to give the name of 
the school in which vou are teaching. 

If you are a reporter or ittice em 
ylovee, give the name of the firm by 
| i 
whom you are emploved ind mark 
vour Contest Copy “Stenogr iphers 
Division.” 


5. Only one paper may be ente red 


by anv one contestant, but the Contest 
; } 


be prac ticed to 


levelop contestant’s best stvle. 


6. Mail Contest entry to O.G. A. 
Contest Committee, Topays SECRI 
rary, 330 West 42 Street, New York 
ao. MN. YY. 


first-class rate. 


Copy may previously 


Postage must be paid if 


Prizes to be awarded in this year’s O.G. A. Contest include the Grand Prize 
Cup (center). the three School Division top-place trophies, and (second left) 
the Grand Prize Cup for the best specimen submitted by an individual. Most 
of the prizes are pictured on page 177, and all of them are listed on page 178. 
Remember the closing date for the Contest is March 1, 1952! 
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7. An O. G. A. Contest Blank prop 
erly filled out, must accompany School 
Contest Clubs. Teachers can obtain 
this blank by sending their request to 
the O.G. A. Contest Committee to 
gether with a stamped self-addressed 
envelope. Teachers who are sub 
scribing to this magazine will auto 
matically receive an O. G. A. Contc:t 
Entry Blank in January. 

This Contest Blank is to be used in 

ymnnection with School Clubs only 


8. There is no fee charged for ¢ 
test entry. 

9. If the entrv is to be considered 
for the O.G.A. Membership Certifi 
cate or Pin. as well as for the Contest 
the papel should be addressed to the 
Membership Examiner, Topays Sr 
RETARY 330 West 42 Street, New 
York 36, N. Y. The usual fees for 


Membership application will be re 
| 


quired: 10¢ with tests submitted for 


certificates, except for the Ssuperiol 


Merit or the Attainment Certificates 
which are 50¢ each. Pin awards are 
IDG ¢ ich. 


10. The Contest closes March 1] 
1952, and papers that reach us on 
before that date will be considered 
Contestants outside the United States 
have until March 15.) Results will be 
announced in the June issue of Topay's 
SECRETARY. No report on the Contest 
will be made 


awards and certificate _ re 


except mailing of prize 


? 


ports on 
| 
Membership applications) other than 
P “Pi . 
that in the June issue of Topays 
SECRETARY. 
11. Ten or more students are ré 


quired to constitute a team to be en 
tered Wm any yf the School] Divisi mS 
Only one team may be entered by am 
me school, although the students of 
me or more teachers may combine 
their work into one club re presenting 


the school. Schools having fewer thar 


ten students eligible may enter them 
° . 7 
for individual student wards \ 
' 
team entries are automatically en 


tered in the Students Division 


12. In order for us to rate school 


teams properly, teachers must. state 
specific lly which entries are tron 
Junior students and which = fi 


Seniors. A Junior shal] be a student 


in the first vear of a two-vear VT 
longet course or one wh ) shal] have 
had not more than five months’ in 
struction in a private s hool or in an 


intensive one-vear course in high 


school oO! colle ve. 


“Review” students o1 postgi iduates 
must be entered as Seniors, regardless 
of the | ngth of time they have bee 
in the school from which they ente: 
the Contest. 
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Membership Test Material 


Shorthand Test 


Instructions 
(See pages 178 and 204) 
The Junior O.G.A. Test copy for Decem- 
ber will be found on page 204. Member- 
ship Test copy is on page 178 (the same 
copy is to be used for Contest: entry 
also). Tests may be written in one or in 
Iwo columns, on your regular notebook 
paper or on any other stationery that will 
allow you to do your best work. Ruled 
paper helps keep your writing uniform. 
{ test may be practiced until your notes 
represent your best style of writing. but 
only one copy is to be submitted to us. 


Typewriting Test 
Instructions 


The Junior Test is a one-page plain 
copy test. for which typists are eligible 
as soon as they are able to copy the ma- 
terial without errors. Unless specifically 
instructed here. the candidate may use 
either single or double space in typing 
these tests. whichever will give the better 
arrangement to the copy being typed. 
Headings are to be centered. 

Since the purpose of the O.A.T. is to 
focus attention early on professional typ- 
ing standards. all work should be done 
with a good ribbon and should show an 
even touch and clear. clean typing. well 
arranged as to margin, cent@ring. and 
alignment. 

Erasures or typographical error: will 
disqualify a test, but all tests may be 
practiced as ollen as necessary to secure 
the desired result up to the day of re- 
ceiving the next month's material. 


Senior Test 


Typists must have qualified at 40 words 
a minute to be eligible for the Senior 
Test. although the test itself does not 
have to be typed at that rate because it 
involves problems of arrangement or pro- 
duction. 

For this month's Senior Test. make a 
copy of the rough draft alongside. noting 
carefully the instructions and correction: 
that are indicated. See how attractively 
you can arrange the copy to serve as a 
suggestion to the printer for style as well 





Junior 


©. A. T. 


Test 


(Select your own title for the following Christmas thoughts by Wi'ferd A. Peterson and center 


it in all capitals, Add the author's name at 


The first Christmas lifted men’s eyes 
from earth to a star. It lifted their 
hearts from fear to joy. It released in 
a foar-shadowed world the dynamic 
power of good will. It changed heavy 
hearts to happy hearts. 

Ci:ristmas is a magic word. It sug- 
gests an attitude of mind in which men 
may get together and work together. 
It suggests a way of life in which giv- 
inz is more important than getting. It 
gives the world a philosophy of laugh- 
ing, loving, and lifting. 

Even Scrooge, the man with the 
world’s greatest ingrown grouch, was 
transformed by the miracle of the 
Christmas spirit. His entire life was 
changed, he became a different per- 
sonality. He reached out to help in- 


Senior QO. 


Nee instructions 


efe IDEAL 


A. T. 


end of the article, underscoring the line.) 


stead of thinking only of himself. 

Surrender to the Christmas spirit. 
Let it lift ycu up. Let it flow through 
you in acts of love and devotion. Let 
it create that inward glow that makes 
every moment shine with happiness. 
Christmas is a bath for the soul, wash- 
ing it clean of prejudice, intolerance, 
selishness, and fear. It can be a deep, 
mystical experience renewing a man 
setting his feet once again on the high 
road of triumphant and_ effective 
living. 

As individuals, we have the power to 
light the candle of the Christmas spirit 
within our own lives and carry it forth 
into the fear-darkened world. Let us 
march into the new year with our 
Christmas candles burning! 


Test 


column 1 


meke a ate 
better 
dé play / 


4 
Select from 5&8 styles for women, 19 styles for men. 





Some one-and-few-of-a-kind included in this sale of 





17-JEWEL WATCHE 
eee 


JoLign 


Now only $18.75 
A 


Center this [ — Regularly $25% to $65+ 


a 
*Plus 10% Federyl 


Excise Ta& Mites -- aPace oa} 


e 
An outstanding selection} of fing 17-jewel Swiss yetches, includin 
$ 


¢ er aoe 
styles for every ocagpion, every purpose, every taste. Buy now, for 


Aristinae. 
yourself, for pmeeettead gifts. 


Every watch carries the regular 


Aa) 
Wayne Joyathan one-year guarantee against mechanical defects. 
















19 Styles for Men--Dress, sport, pocket, calendar, chrono- 
graph. some,also,water-resistant and shock-resistantg 
ome with luminous dials, ayé,sweep second hands. 


Most styles 











- as copy for the Christmas advertisement have leather straps@ gome bracelet styles. . 
itself. Some 
se . 
Befor | 1 i 54 § tyles for Women--Dress, ipgsirt, diamond, lapel, bangle, 
> ee ee a ee ae oe bracelet, simulated pearl-or rhinestone-studded. Some, water— 
a that your name and: school address ap- resistant, shock-resist€nt in the group. Scme with luminous 
4 pears in the upper left-hand corner of the disls, enc sweep second hands. 
page. and make note (in minutes) of Csome with 
the time require . > tes ft 7 ise! 
J le time required to type the test. Watches, Jowathan's Street Floor ) dist te \ 
: Also at the Eighth Street Shop 
its: All clubs of test papers should be ac- f 
companied by a typewritten list of names 
to expedite checking and assure accuracy . : 
in making out certificates. December copy Vur Budget Payment Plan may be used on purchase of 
is good as membership tests for O.A.T., and 
C.T.. and OG.A. until receipt of the 9 
‘ Vavtveng 952. issue. . , 
A) iry, 1952, issue Store Houms: @;30 to 5:30 daily; Thursday, 1:30 to B& o'clock. 
= Telephone Order Board opens daily at 8:4§ KM. -pMain 4-5505 
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December Competent Typist Test 














(To compute speed, note the number indicated at the end of the last line you copied completely and add I for each additional 5 strokes typed. To get gross 


speed, divide total by number of minutes; or, to get net speed, subtract 10 tor each error before dividing by number of minutes.) 








Words Words 

The people who design stage sets for props will be. He also decides who the 351 
television shows have to think of some 1 actors will be, what shots the cameramen 360 
special things. Because the picture on your 24 are to take, the type of music that will be 36s 
television screen is small, they must try to 33 played, the sound effects that will be 37 
give it a feeling of space. They make the 42 needed, and whether or not film is to be 384 
set look longer from front to back than it 50 used. He can call on experts to help him 393 
really is by using clever effects. They try 59 with any of these things, but he has the 401 
to build the set so that cameras can look 6s last word. From the beginning, he keeps a 41) 


wn “I 


into it from a variety of angles, or peep 7 picture in his mind of the way he wants the 41s 
through doors or pictures. 82 show to look on the air. He sits at a desk 427 

In a busy studio, the set department has 90 in the control room where he can see every- 436 
to make so many sets a week that there 98 thing that happens on the floor and also 444 
isn’t time to build them all new. Using 106 all the pictures on the monitors. Each 452 
stock parts, such as doors, windows, and 114 monitor is a kind of television screen. 464) 
walls that fit together, the set department 123 During a show, the director has a lot to 40s 
can make a new set in a few hours. Then. 131 do, for he must tell the cameramen where 476 
if there is time, they paint it in color, even 141 to move and what shots to get as well as 485 
though the television audience sees it only 150 talk through his microphone to the floor 4%; 
in tones of gray. Color helps the actors and 139 | Manager, the men in the projection rooms, 5! 
the studio audience to feel the mood of 167 the sound men, and the announcers. He 5 
the show. 169 tells them exactly what he wants them to 517 


do and when to do it. During rehearsal is 526 
the time for him to tell the actors every- 534 
thing he wants them to do, as there is no 3542 
way to speak to them once the show is on 551 
the air. He can only signal them through 559 


Sometimes the sections into which doors 177 
are fitted and pictures are hung are made 185 
of wood so they will be strong, but most 194 
other sections are made of canvas that is 202 
glued over wooden frames and then painted. 211 


Mirrors are seldom used, or glass in pictures 220 the floor srapaieccstla a 
or windows; that would catch reflections 22s As the director watches his monitors, he 57! 
of the studio lights. Every station has 23 ‘ecides what picture he wants to go over 57 
certain basic sets that are used over and 245 the air and indicates it by calling ma © 
over, with just the trimmings changed. 253 number of the camera that is taking that 5% 


There is always a living room, and perhaps 261 picture. ‘When he calls the number, one of e 
a kitchen. There are permanent sets, too, 270 the engineers punches a button that = 
for shows that go on regularly. These are 273 — Stantly puts that eo the air. In ©) 
put up in a special place on the floor and 287. SOMES studios, the director pushes the but- i. 
rarely moved. The furniture and pictures 205  *"S himself. The assistant director mee 
and ornaments and other things that make 304 the director from the script, telling his chief 04 
the set look finished are called props, short 313 What 1s coming next and how soon. He also 055 
for properties. Unusual props are rented 321 keeps track of the time, so the show 00 
_or borrowed, but most studios have their 329 finishes exactly when it should. During the 07! 


. i 680 

own supply of ordinary props. ae preparation of the show, he takes care of 
many details for the director. 686 
The director decides what the sets and 343 (If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted from pages of the book, “Television Works Like This,” by Jeanne and Robert Bendick, published by Whittlesey 


House ($2.00) 
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Transcribing Speed Practice 





The material below is the same as 
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rovided so that vou can test and compare your speeds of typing from print 
mater al in the same way you do when typing the C.T. 
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NOW I HUNT 


Helen Post recently changed her oc- 
cupation from secretary to big-game 
Years of saving made this 
Here she 


{merica. 


hunter. 


dream of hers come true. 





describes a trip to South 


her first taste of her new career. 
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We stayed at the Miranda Estancia 


TBIG GAME 


by Helen Post 
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The first part of a two-part story, to be continued next month, 


about a girl who liked her job — until things began happening 


PUSHED AROUND 


by Edith M. Dean 
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Double-Duty Dictation 


DUTY ONE: 


pents, with other preview words, in the 


by DR. RUSSELL J. HOSLER 


SES 
ae 


& ~ 8 


sie 
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~~ 
* 
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DUTY TWO: 
then take 


word count 


Gentlemen: As an amateur writer, | 
have become increasingly interested in 
vour “Genteel Fiction”? publication 

Since you le pe nd on inde pendent 
writers such as myself for much = of 
vour weekly material” [ am sending 
you several of my stories. 

I have spe nt a great deal of time 
and research on these manuscripts." 
I trust you will consider all of them 
worthy , public: ation. 


su 


“The Gentian” is a serious novel 
depending on the atmosphere of early 
New England for color. The pe nt 
situations are gently treated!" bring 
ing the climax about most naturally. 

Gentleman's Gentleman” is a hu 
morous short story of the!" intelligent 
valet who discovers his emplover is 
wealthy but not genteel. 


“The Pendulum” is a'*”” scientific 


mystery story, dominated by Hindu 
takir. 
“Suspende d” is a dramatic story!" 


of football in modern-day colleges. The 
characters are well developed. and the 
dialogue and in 
thentic. 

“Murder in the Penthouse” is a very 
unusual account. 
thrills. 
of humor running throughout its pages. 


action are truly au- 


There are chills and 
but there?!" js also a rich vein 


“Urgent Business” is a tragic short- 
short story**" involving parents, a small 
boy, and a promised fishing trip. 

“Why It Happened” 


carefree tale 


is the 
of the74# exploits and 


merry, 
adventures, not to mention romances, 
of a new spaper correspond net. 

“Pending the Election’™="" is serious 
fiction featuring the typical situation 
of a candidate caught in the unscrupu 
lous**® meshes of the inevitable party 
machine—but with a most unusual 
twist to the ending. 

“Old#°° and Dependent” is a story 
based on true characters. The scene is 
laid in a small mining town in Colo- 
rado®“") and deals with an old-timer 
vho can't give up his independence 

I trust vou will find openings ton 
ll these?! stories in vour magazine 


this winter. Yours truly 349) 
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To review the jent-pent blend. 


To build speed in writing. 
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Note the many 


jent. 
Gregg Simplified listings. The 
shorthand key is provided by the words in italics. 


Practice the preview words, 


dictation at faster and faster rates. The 


20 


words, 


Dear Mr. C arpenter: We 


card urgently requesting housing for 


have vow 


the February term. 

Our?” { niversity Housing Agency is 
and efficient. It  re- 
announced that new student 
quarters had been opened in a resi 


most de pe ndabli 


cently 


These 
living accommodations 
for married couples with small chil- 


dential area near the Campus. 


will include 


dren. Enclosed is an application blank 
that should be filled out and returned™ 
weekly rental (utilities 
furnished and other details will 


it once. The 
sent vou upon receipt of your!'’" re 
quest. 

We are enclosing a traile: applica- 
tion, which you may wish to complete 
Although we do! 
could 


the priority rules since vour need for 
»140 


and return. “" have a 


long waiting list, we suspend 
Then. too, we 
usually find that there are 
cellations before 


housing is urgent. 
some can 
Ther 
trailers 
available to new students, but we will 


classes begin. 


are ordinarily onlv'™" a tew 


expend every effort to procure one tor 


1S0 


vou!’ if you prefer tr: iiler accommoda- 


tions to small family apartments. 


Also enclosed is information?®" con 
cerning the Gentry Housing Project 
and an application, which you may wish 
to complete and mail to Mr.22° Clifford 

Pendergast, Gentry Housing Project. 
Pentington Falls, New Jersey. We be- 
lieve there is an excellent?*? possibility 
of your securing an apartment there 
The weekly e xpe nditure would be less 
than at either?" of the other housing 
possibilities. 

We have on file your concise, intel- 
ligent lette: part-=*°time 
office work. We are confident you can 
find any part- time jobs. 
Pending your arrival on campus,*”" we 
will do everything possible to find you 
the right job. 

We are asking the Town Housing 
\uthority#“? to send you question: 
naire that they require a student 
complete and return if he wishes help 
from that#4° obtaining a 
apartment. (349) 


requesting 


number of 


office in 
Sincerely, 
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SECRETARY OF THE YEAR 


HIS YEAR, as every vear, the National Secretaries 

Association had a big get-together. Members. all 
whom are secretaries, went south to Houston, Texas. 
ind gathered at the Shamrock Hotel for the annual 
convention. There, in the sunny Houston climate, thes 
became reacquainted and discussed Association busi- 
ness at luncheons and banquets, and around the swim- 
ming pool at the hotel. 

One question more than any other lent an air of 
xcitement to the gathering: which one of their 10.000 
nembers would be selected as the “Secretary of the 
Year ? Each vear the Association, on the last day ot 
its convention, bestows this honor upon one out of 
many highly qualified contestants. 

Two business men and two business women judged 
tortv-four contestants for the crown; and, when the 
udging was all over, they placed it proudly upon the 


head of pretty Mrs. Lorene Bolt, of Austin, Texas, a 
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Everybody had a good time at the Convention. Secretaries 
discussed their Association business in pleasant settings 
like this Western Party around the hotel's swimming pool. 





Mrs. Lorene Bolt (left), crowned “Secretary of the Year.” 
receives a $100 U. S. Savings Bond from Mrs. Elizabeth 
Scott, past president of the National Secretaries Asso- 
ciation. Presentation was made at NSA Dallas Convention. 


secretary with fifteen vears of experience in her protes- 
sion. Judging was based on personal appearance, poise 

experience in the business world, professional progress 
and education. 

Lorene is personal secretary to Mr. Spencer |. Scott 
and office manager of his organization, the Scott In- 
vestment Company. She has held this job for eleven 
vears, and she has succeeded also in maintaining her 
home and bringing up her son, Brooks, now iwelve. 
It was a proud day for Brooks when his mother cap- 


tured the honors at Houston. 


Tue NATIONAL SECRETARIES ASSOCIATION has one aim: 
to boost the fact that secretaryship is a skilled protes- 
sional field. Its membership numbers over 10,000, all 
professional women secretaries. Standards for eligibil 
itv are high, and include at least three years of sec- 


retarial experience. 





CODE OF ETHICS, 
NATIONAL SECRETARIES ASSOCIATION 


Recognizing the invaluable influence of a wom 
ans life in all she touches, we resolve to inject 
into our business associations the highest ideas 
tor which National Secretaries Association stands: 
to lend grace, charm, and sobriety to all our 
dealings, and to maintain poise and dignity under 


all conditions and circumstances. 


We resolve to further the interest of whatever 
business we follow, to exemplify lovalty and con- 


scientiousness. and exercise patience at all times; 


To keep our lives clean and wholesome. that our 
very presence may bring life and light to those 


about us: 


To encourage ambition, lend hope, and nourish 
faith, remembering that the eternal laws of God 
are the only ones under which we can truly suc 


ceed, 
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fbove. left 

Pretty faille by Jonathan Logan in gold, 
pink, light blue: sizes 7 to 15; $14.95. 
Order from Best. 645 Sth Ave.. N.Y.. or 
write Jonathan Logan, 1407 Broadway, 
N.Y., for name of the store nearest to you, 


fbove. right 


Good wool jersey by Henry Rosenfeld in 
charcoal, green, brown; sizes 10 to 20, 
$22.95. Write Henry Rosenfeld, 498 7th 


Ave.. N.Y., for name of store near you. 





Opposite page. left 

Light-eatching Stonecutter rayon taffeta 
by R & K, in gray, wine, copper. royal: 
collar, cuffs, belt) are black velveteen: 
sizes 9 to 17, 10 to 18; about $20. Ask 
R & K, 1400 Broadway, N.Y., for stores 


Opposite page. right 

Bell - sleeved “Everglaze” winter cotton 
classie by Nelly Don in red, navy, black 
green: sizes 10 to 18; $14.95. Write ! 
Nelly Don, Kansas City, Mo., for store) 
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joliday Mood 








If you're in a holiday mood, and the best of us 
are, welcome these holiday dresses, pretty 


for your office parties but tailored, too 








i it 
taffeta 
royal: 

veteen: 


10. Ask | 


stores. 


cotton 
black. 
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stores } 
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SURVEY OF THE MONTH 








Have you ever thought of becoming a 


PUBLIC STENOGRAPHER? 


KE OVERHEARD A_RE- 
MARK on the bus the other 
day. It was just an ordinary, every- 
day remark, but its message hit us 
with such force that we got our 
survey materials out and started in 
on a new and interesting project. 

The remark was as follows: 

“I really love being a secretary, 
but the position doesn’t seem to 
have too much of a future to offer 
me. My sister became a designer, 
worked as an apprentice, went up 
and up, and now owns her own 
business. The same with my brother 

atter he progressed to the posi- 
tion of vice-president, his next step 
was to become co-owner of his com- 
pany. Ive been working diligently 
for many years now, and I've gone 
higher and higher in my secretarial 
career, but | guess [ll never own 
my own business!” 

We knew immediately that she 
was wrong, but we couldn't tap her 
on the shoulder right there on the 
bus and tell her about public 
stenography. We couldn't tell her 
that the position of public stenog- 
rapher could be her next step. We 
longed to sav, “Public stenogra- 
phers own their own business, they 
are their own boss, they even em- 
ploy help, and they make good 
\ But we didn't. Instead. 
we did the next best thing and de- 
cided to take a survey on public 


money. 


stenographers and present the in- 
formation here. Few 
realize the 
stenography holds; too many stu- 
dents do not know how they can 


secretaries 
advantages 


train for this excellent career. 


IF YOUR FYE HAS WANDERED to the 
rate chart shown across the page. 
you probably already have decided 
vou'd like to become a 
stenographer. But that’s an im- 


196 


public 


public 


portant decision to make so quickly. 
Instead, take an inventory to see 
whether you are actually capable 
of becoming a successtul public 
stenographer. 

Seven out of every ten we ques- 
tioned said that you can definitely 
make a comfortable living from this 
position, but only two out of each 
ten felt that the average secretary 
could make a go of it. So, number 
one, are you above average? 

Next, there are certain personal 
traits that are invaluable to a public 
stenographer and without which 
you will never succeed. 

You must like people. Not like 
them for what they can do for you, 
but like them to the extent that you 
are sincerely interested in them and 
their problems and concerned with 
how you can help them. 

You must have the ability to han- 
dle people with tact, diplomacy, 
and friendliness (youll run into all 
types). And you must have the pa- 
tience of a saint! 

Spic-and-span-ness also plays an 
important role—in getting custom- 
ers to return. You must know all 
the rules of good grooming for, as 
one public stenographer said, “A 
neat and attractive appearance al- 
ways puts a client at ease—it con- 
veys efficiency and calmness.” 

Another requirement is that you 
have a pleasing personality at all 
times—even when a job comes in 
just as you are leaving for a very 
important date. 

“You can never refuse a_ single 
job.” said another public stenog- 
rapher, “for this customer may be 
the one that will bring in a big $300 
job because he’s so pleased with 
vour willingness to help in an emer- 
gency.” 

And you must have good health. 
for as soon as you begin working for 
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the public, your time is no longer 
vour own; you may be called upon 
at any hour of any day. And there's 
no “sick leave” or automatic vaca- 
tion except what you grant your- 
self. 

Have you “passed” on all the 
“musts” so far? Well, here is the 
hardest one of all: You must be able 
to keep a secret! All letters, all con- 
versations, all pieces of information 
are strictly confidential; and so they 
must remain. As a secretary, you 
are sure you have trained yourself 
in this art already; but, as a public 
stenographer, keeping a secret will 
mean the difference between your 
success or failure. 

One public stenographer told us 
a story that illustrates this trait of 
close-mouthedness to a “T.” She 
was a notary public as well as a 
public stenographer. One day she 
was called in to take notes on a 
very important conference in which 
more than a_ half-million dollars 
would change hands: The men 
present were trying to discover 
whether a deed had been given for 
a certain tract of land and, if so. 
to whom and for how much. They 
called everyone they could think of 
and tried to guess at the figure 
among themselves, but they finally 
had to make their decision without 
this additional information. The 
public stenographer sat there taking 
her notes as calmly as_ possible. 
knowing that she had notarized 
that very deed the same morning. 
She knew the exact information that 
these men were try ing so desperate- 
ly to obtain, but she knew it was 
confidential and that she could not 
divulge it. 

Months later one of those con- 
ferees found out about this and 
called the girl in to congratulate 
her. That public stenographer’s rep- 
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by Constance L. Halpin 


utation was made! Everyone knew 
they could trust her with any type 
i secret information, and she was 
in great demand. 


\FTER TRAITS COMES BACKGROUND. 
Of course you must have a good 
education, but it must also be a 
very broad and varied one. This is 
because the public stenographer 
works for such a variety of people 
-students, lawyers, doctors, engi- 
neers, authors, teachers, and a host 
# others. For this reason, you will 
probably need more than a high 
school diploma. Forty-seven per 
cent of the public stenographers we 
juestioned went to business schools 
ifter high school. The other 53 per 
ent either took special training or 
ittended college. 

Your main stenographic _ skill 
should be typing, because you will 
take most of your letters right at 
the typewriter instead of via your 
shorthand notebook. The reason for 
this is that most customers want 
their letters immediately—do not 
vant to wait while they are being 
transcribed. Shorthand skill is still 
mportant, though, and is used in 
nany cases—especially when you 
ire called in on conferences and 
lepositions. 

Running a close second, or maybe 
even tying with your typing. skill, 
should be your knowledge of Eng- 
ish, punctuation, spelling, and com- 
position. As one public stenogra- 
her so aptly put it, “You have to 
snow a little bit about evervthing, 
ut vou don’t have to know every- 
thing about anything except Eng- 
sh and punctuation.” 

One out of every ten of those we 
juestioned felt that, if at all pos- 
‘ible, you should have a general 
‘nwowledge of law. Many public 


(Continued on page 204) 








« 
Public Stenographers’ Rates 
Based on statements of fifty public stenographers 
of long experience, in thirty different states. 
Next 
Rock Vost Vost Ceil- 
Bottom Common Common ing 
Typing a Letter From Dictation | 
Original copy, page | $ .25 $.50 | $.75 | $1.00 
Original copy, other pages 15 50 75 | 1.00 
First carbon copy, any page free free 05 | 25 
Each additional carbon copy tree 05 | 10 x’ 
Addressing the envelope tree tree 02 05 
| 
Transcribing a Legal Document From Dictation | | 
Original copy, per page, if document is 
typed in single spacing 50 1.00 | .75 2.00 
Original copy, per page, if document is 
typed in double spacing 25 75 50 1.50 
First carbon copy, any page tree free 05 25 
Each additional carbon copy tree 05 10 25 
The Time (Per Hour) Taking a Customer’s 
Dictation 55 2.50 2.00 3.00 
Typing Jobs 
Addressing LOO envelopes (3 lines each) io 1.50 1.00 3.00 
Addressing 100 envelopes (4 lines each ) 85 2.00 1.50 4.00 
Inserting inside addresses on duplicated 
form letters, per 100 letters 1.01 2.00 1.50 3.00 
Typing a manuscript (story, etc.) that is 
double spaced, per page 20 35 25 50 
Typing a manuscript, single spaced, pet 
page 25 50 40 50 
First carbon of a manuscript tree tree O05 20 
Each additional carbon of a manuscript tree O05 10 10 
Typing a full-page tabulation consisting 
of, sav, 6 columns 1.00 1.00 1.50 2.50 
I'vping tables of contents, outlines, and 
bibliographies Zo 75 1.00 1.50 
fyping a one-page letter dictated to you 
on the typewriter 40 50 | 75 | 1.00 
| 
Duplicating | 
Typing letter-length stencil or Ditto 
master that is single spaced 75 | 1.25 | 1.50 | 2.50 
lyping letter-length stencil or Ditto 
master that is double spaced 0 1.00 LZ 2.00 
Charge vou make for the actual stencil 
used free | 25 AS 19 
Charge vou make for the Ditto maste1 
sheet used free | 15 | 10 | 35 
Running the first 100 copies 50 1.00 150 | 2.00 
Running each additional 100 copies 29 20 | 75 1.00 
Preparing a Résumé for Job Applicants 50 2.00 1.00 | 2.00 
Your Hourly Charge for Long or Special 
Work 1.00 2.00 2.50 | 3.00 
NOTE: What is your typing worth, per hour? Take a ten-minute test on the 
Competent Typist Test on page 184, making one carbon copy as you type and 
correcting any errors you make. Determine your gross words a minute, then 
multiply them by 4 cents. The result will be about what you would be worth 
per hour. To earn $2 an hour, you would need to type 50 words a minute. 
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Make: 


BEFORE 
AND 


AFTER 
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No one is prettier than the girl who knows how to look pretty. As 


soon as that fact occurs to her, make-up becomes her closest ally, 
and every day becomes her own private beauty contest. The pictures 
at the right take you step by step through a make-up routine to see 
you prettily through a day at the office, and on into the evening. 


Me RUBINSTEIN would rather talk about 


is ° . make-up—your make-up—than anything else. 
Use it, yes! But use it wisely, for 8 Ps iP 

, . Her desk is big and polished, and she leans across 
it as she speaks to you. 
make-up follows the clock and has “Evening make-up is dramatic,” she advises, “but 


the keynote for office make-up is simplicity. The 


two faces to show the world. business girl must be attractive—not distracting.” 
Miss Rubinstein, niece of the fabulous Helena 
So advises Mala Rubinstein Rubinstein, is now director of the Salons in New York, 


Washington, Chicago, and Toronto. Her interest in 

making the working girl beautiful is a natural one. 

“I know exactly what it is to be responsible for the 

minute details of office work,” she says, “for that’s the 

way I started in business myself. I've learned from 

by Margaret McClane experience that it isn’t easy to put in a busy day at an 
office and look fresh and pretty during the whole time 

voure on the job. Another thing a business girl must 

learn is that make-up in the office is quite different 

from the make-up she will wear after she covers her 
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\ powder base and powder, correct for 
your own type of skin and applied ac- 
cording to directions, keep your face 
fresh from eight until five. Evebrows 
are brushed to remove powder traces. 


longer. Use 
blot well. 


{t five, out of the lower right-hand 
lrawer comes cosmetic magic to change with restraint a 


‘ou from Miss Efficieney to Miss Gla- 
nor. First and most important: re- 
nove make-up with a good cleanser. 


eveshadow. You 


pewriter at five oclock and leaves for a big date.” 
Miss Rubinstein’s advice on these make-up problems 


‘told here in picture form. But she herself is the best 





ustration of the simplicity and flawless grooming 


that she preaches. As she talks to vou during her 


rking day, you note one by one the details of her 
ppearance that add up to the perfect picture she 
the trim black suit: the dark hair, sleek and 


woth; the expressive blue eves; the fine, well- 


resents 


toomed hands; and, of course, the make-up, applied 
ith a sure and delicate touch. 

Miss Rubinstein’s career in beauty began when she 
tt her native Poland for Paris at the age of nineteen 
ere to work in the Rubinstein Salon as an apprentice. 
‘he started on the bottom rung, running errands on the 
hamps Elysée. But. during her ten vears there, she 
vanced to office work. to giving beauty treatments 
id, finally, after much study, to giving demonstra- 


ms. Her nine-to-five job here, as director of the 





Lipstick applied with 
indelible 
Rouge and mascara aren't 
needed for daytime. 
Mala Rubinstein says, is the keynote. 





After powder base and powder, apply 
of rouge, a sug- 
just a touch of 
want a subtle effect. 
Lipstick for evening may be darker. 


gestion of mascara, 





iti 
At noon, both powder base and powder 
are still on smoothly. Needed: only 
a check-up on lipstick and hair. To 
help keep your locks in place, hair 
groomer is applied with the fingers. 


a brush lasts 
lipstick, and 


Simplicity. as 





To seent the hair, soak cotton in co- 
logne and place in your brush. Then 
brush hard. Hair may go up, back, or 
down; and you're ready, like the girl 
on the far left, for that “big date.” 


four Salons, keeps her busy six days a week. Perhaps 
running the Salons would demand only five, but man- 
aging the retail shop, too—selecting and buying all 
the Rubinstein accessories and jewelry—is more than 
enough to fill that sixth day. 

The part of her job she likes best is working with the 
Five-Day Wonder School, a Rubinstein project dedi- 
cated to beautifying women who have very little time, 
and not much money. The help the School is able to 
give to working women is very gratifying to her. As 
Miss Rubinstein puts it, “every woman has the right 
to look as charming and beautiful as she can.” 

Along with this extraordinary career of hers, Miss 
Rubinstein has combined sixteen years of happy mar- 
riage. “And. in that connection, she suggests, with a 
twinkle in her eve, “When you close the office door at 
night, forget everything about your work. Leave it all 
where it belongs—in the office, and not in the back of 


vour mind. 
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HAVE BEEN WRITING per- 

sonal notes and memos to my- 
self in shorthand for so many years 
that it seems to me I never wrote 
them any other way. Actually, that 
is not the case. I studied Gregg at 
a later age than is customary, much 
to my regret. 

Had I learned the art of swift 
writing early in school, I would 
have saved myself hours of un- 
necessary labor taking notes in the 
library or in the classroom. Many 
times I lost the trend of the teach- 
ers discussion or missed some vital 
remark because I had to take my 
notes in longhand instead of short- 
hand. 


\s A GRADUATE STUDENT, I fared 
better. I recall one class in  par- 
ticular (a course in marketing) in 
which the instructor used to walk 
into the room, sit down at his desk, 
take out his notebook, and lecture 
for almost two hours without a 
pause. This class met once a week 
for fifteen weeks, immediately after 
the dinner hour. 

The course was not very inter- 
esting, unfortunately; so, to pre- 
vent myself from falling asleep, I 
took down the lectures verbatim in 
shorthand. The final examination 
consisted of ten questions, all deal- 
ing with the topics covered in the 
lectures. There being no textbook 
for the course, we had nothing to 
review except the notes taken in 
class. Need I say that my class- 
mates wished with all their hearts 
that they had studied shorthand or 
had had transcripts of my notes! 


| pO NOT ADVOCATE verbatim report- 
ing of lectures as a general rule, for 
in doing so one may pay too much 
attention to shorthand and too little 
to the over-all meaning of the lec- 
ture. This can make studying dif- 
ficult. However, for purposes of 
outlining the discussion or jotting 
down an important point when 
necessary, shorthand is of inesti- 
mable value, I have found. 

This article is now being com- 
posed in shorthand. I find that I 
can put my thoughts on paper al- 
most as rapidly as they occur to 
me. If I had to write them out 
laboriously in longhand, or even 
type them, I am sure half of them 
would be lost forever. 

We know that for several cen- 
turies the art of brief writing was 


200 


practiced not only tor reporting 
purposes, but also as a means of 
secrecy. Samuel Pepys, for ex- 
ample, in the seventeenth century, 
kept his diary in Shelton’s short- 
hand. Historians acknowledge that 
without his diary it would be 
impossible to write an accurate 
history of England during this 
important period. It is one of the 
most frank and revealing diaries 
ever kept. Pepys wrote so frankly 
because he believed that no one 
in his household could decipher 
his notes. If you are in the habit of 
keeping a diary, why not try Pepys’ 
method and write it in shorthand! 


Be Your Own 


Private 
Secretary 





by A. E. Klein, Ph.D. 


ALL MY CORRESPONDENCE with those 
of my friends acquainted with the 
subject is carried on in Gregg. To 
write a letter or a brief note in this 
manner takes me less than half the 
time it would to type it. Try ex- 
changing correspondence in_ this 
fashion with your — shorthand 
friends. You will not only establish 
lasting friendships; you will also 
improve your penmanship. 

Do you have a shopping list to 
make out? Write it in shorthand. 
Are you trying to catch the words 
of a new song you are hearing on 
the radio? or a recipe? Jot them 
down in shorthand. Are you attend- 
ing a dinner meeting where the 
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speaker has just delighted the audi- 
ence with a humorous story you 
would like to remember? Take it 
down in Gregg. These are but a 
few of the hundreds of ways in 
which you might use your short- 
hand for personal satisfaction. 


PEOPLE I MEET frequently express 
amazement at my using shorthand 
in this way. For some odd reason 
they feel its use should be confined 
solely to the business office, the 
conference room, or the court 
house. There is nothing strange 
about my use of shorthand, I tell 
them; in fact, there many 
famous people who used and are 
using their shorthand for personal 
purposes. George Bernard Shaw 
composed all his plays in shorthand 
and had his secretary transcribe his 
notes. Woodrow Wilson used short- 
hand constantly for his everyday 
needs. Our former Secretary of 
State, James F. Byrnes, who is the 
present governor of South Caro- 
lina, attended the historical Yalta 
conference with President Roose- 
velt and took down in shorthand 
much of what occurred. Sometime 
later this caused a good deal of 
interest and some of Mr. Byrnes 
notes were reproduced in the news- 
papers. 


are 


THE REASON that most people who 
have mastered the art of rapid 
writing do not use it outside the 
business office is either that the 
idea has never occurred to them, or 
else they doubt that they will be 
able to read back their notes. Any 
fear of this may be easily over- 
come. If, for example, you are 
afraid you will not be able to read 
back the brief form for advantage, 
(a-v) write it alphabetically—a-d-c- 
a-nt-j. This is still considerably 
shorter than the word written in 
longhand. 

Make up your mind to start at 
once to do all your writing in short- 
hand. In a few days, you will find 
yourself getting everything down 
like a veteran. What’s more, you 
will discover that none of it need 
be transcribed, whether it be a 
telephone message or a hasty re 
minder to yourself. Try reading 
back some of these notes a month 
or two from now, and you will be 
surprised to discover how legible 
they are. 


a 
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READ-AND-BUTTER letters! All the nice things. 
other than bread and butter. that pop into 
our mind at their mention—that gay beach party, an 
vening sail on the lake, dancing at the club, and 
m and on! The bread-and-butter letters you write 
iter these occasions are quite different from the ones 


that your boss has just asked you to write for him to 





uisiness associates. Yet, basically, both are the same: 
ou are saying “Thank you” for hospitality received. 
Your boss, Mr. Wilson, has just returned from a 
hemical convention in New York. He's very busy 
learing up accumulated work and asks you to write 
to one of his business friends who entertained him 
luring his stay there. He gives you a brief description 
t the entertainment, and here's your letter for Mr. 
Wilson to sign: 


Dear Fred: 

I'm home again, still trying to digest and organize 
in my mind the many valuable things I heard at the 
convention. These meetings are always very stimulat- 
ing to me, not only from a professional point of view, 
out also from a social standpoint. It is so good to get 








“BREAD-AND-BUTTER” LETTERS 


You Write for Your Boss 
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by Katherine C. Schmidt 


together with old friends and relax after the business 
of the day is over. 

That is why the evening I spent with you stands out 
particularly in my mind. Thanks again for that inter- 
esting dinner at the Three Crowns. One really has to 
go to New York for something like that. And, of 
course, “Call Me Madam” was a special treat. After 
all the stories I’ve heard, I’m still wondering how you 
managed to get those tickets. The seats were fine; and, 
as you know, I enjoyed every minute of the show. 

I hope that at some not too distant time you will 
visit my part of the country and that I shall then be 
able to reciprocate your hospitality. 

Please remember me to your partner, Bill Oakes. 
It was a pleasure to meet him. 

With best regards, 


Very sincerely yours, 


That was a chatty, informal letter to a good business 
friend; but sometimes a more formal tone is required. 
It may happen that, due to some unforeseen event, 
Mr. Wilson misses the last train out of a town where 
he has addressed a club meeting. The president of 
the club asks him to spend the night at his home. If 
you are asked to write the bread-and-butter letter, you 





would, under the circumstances, address your letter 
to the lady of the house, since Mr. Wilson was a guest 
in her home. 


My dear Mrs. Rollins: 

Again | want to express my sincere appreciation of 
your hospitality last Thursday. It was most kind of 
you to put me up at such short notice, and | hope I 
did not cause you too much inconvenience. 

My visit to your town was made doubly enjoyable 
by my stay in your lovely home. You mentioned, dur- 
ing the evening, your interest in early American glass, 
particularly cup plates. I am, therefore, glad to have 
found one of these to send you for your collection. | 
hope it will remind you of an unexpected, but very 
grateful, guest. 

Please remember me to Mr. Rollins and the other 
members of your family. 

Very sincerely yours, 










Every executive at some time or other, is invited § 
a business friend or associate to attend a luncheon 
meet someone of like interests. Your boss will probab 


ask you to write for him his note of thanks. 


Dear Frank: 

It was very thoughtful of you to include me among 
your guests at luncheon to meet James Fraser. It j 
always interesting to get a new slant and a differep 
point of view. We certainly had a lively discussiog 
I am looking forward to ta'king over with you some of 
the points he brought up. 

Many thanks again for your hospitality. 

With best regards, 

Cordially yours, 


Here you have four types of bread-and-butter let 
ters. each one covering a situation different from the 
other three. The following points, however, apply to 
each type of letter. 


























Occasionally, when your boss goes on an extended 1. For what are thanks being extended? Be sure you 
business trip, particularly to an interesting place. he know the principal facts. 
combines business with pleasure and takes his wite yA Whom are you thanking? Remember. the letter 
along. His business friends may then plan some en- is addressed to the hostess. if there was one. The “My 
tertainment that would also interest her. Let us sup- dear Mrs. "is considered the correct formal styl 
pose that Mr. Wilson flew to New Orleans accompanied of salutation in preference to “Dear Mrs. . . ..” which 
by Mrs. Wilson. While there, a business friend took is more informal. 
them for a drive through the surrounding countryside. 3. How well does your boss know the person? That 
On his return home, your boss will ask you to write the will decide your salutation—whether or not to address 
bread-and-butter letter. the man by his first name or as “Mr... ..—and whether 
to use a formal or informal tone in your letter. Bear in p 
Dear Mr. Lamaray: mind that your boss will sign these letters; so they top 
Mrs. Wilson and I remember with pleasure our must reflect his relationship with the addressee. ay 
delightful drive through the environs of your historic 4. How much can you say? You can only say “Thank J .o¢ 
old city on our recent trip to the South. We could not you for the courtesies extended and cannot go into Jy 
< 2 c é - 2 y > > as 4 2 . . . P a J 
h ave had i better guide to point out the charm of the any business details resulting from a trip; that must J) \ 
old French places and the beauty of the gardens. Thank be left { rE ae lat 
: : ‘ . . ye le or a 1onger tetter adictated to you later on whel 201 
you once more for this treat on my combined business 5 cig as ak 
and pleasure trip. the accumulated work on Mr. Wilson's desk has been ]tha 
It was good indeed to renew my friendship with cleared up. PI 
you, and I hope it will be possible for us to see each Your “Thank you” will, therefore, represent the so- 7_ 
ar ave ery s a , , ‘ , P ‘ 
other again very shortly cial side of business. And that’s where vou girls will iH 
Mrs. Wilson joins me in sincere greetings to you Sia a a oye ae a a > cor 
, ne, for the social graces have always been a womans 
and Mrs. Lamaray. _— pte ~ 
Cordially yours, business. . 
‘ 
- 
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English for Transeribers 
STOP! DON’T STRIKE THAT COMMA KEY! 


by E. Lillian Hutchinson 


SYCHOLOGISTS. PEDAGOGUES. and. othe 


learned persons say it is all wrong to present any 


pic Irom the 
wv, “Don't 
ither than the incorrect should be emphasized and 
lustrated. One should think and study affirmativels 


negative point of view. One shouldn't 


but “Do.” The theory is that the correct 


We agree with that principle in general. but were 


7ing to disregard it and study some of the “do not’s” 
at transcribers often forget in thei eagerness to 


pply the rules of pune tuation. 


[HE FOLLOWING RULES have to do with misuses of the 


mma in subjects and predicates. The points wher 
] 


mmas are often incorrectly inserted are indicated 


V stars | " 


in the illustrative sentences 


1. Do not insert a single comma between the sub 


t of a sentence and its verb. 


Notice that this rule emphasizes that a single comma 


the culprit. It an interrupting o1 parenthetical ele 


ent had occurred at those starred points, two com 


is would have been required to set off the element 
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2. Do 


ind its object 


Again. if 


Key appears on page 204) 


comma between 


a verb 


an interrupting or parenthetical element 


had occurred at the starred point, two commas would 


have been required to enclose the element 


~ 


3. If a sentence has one subject and two o1 


more 


predicates do not separate the predicates bv commas. 


$. Likewise 


if a sentence has two or more 


subjects 


and one predicate do not separate the subjects by a 


COMNNa. 


To HELP 


transcribe 


the shorthand notes at the top of the page heeding 


the circled 
respondingls 


cor- 


applies at that point. 


Then. as vou read over vour own notes preparatory to 


transcribing them, watch for these four types of sen- 


tence structure 
the comma key. 


trike 
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PUBLIC 
STENOGRAPHER 


(Continued from page 197) 





stenographers are besought for ad- 
vice, and a little legal knowledge 
goes a long way in such situations. 
It will also aid you in dealing with 
the many legal matters that come 
up when you own your own busi- 
ness. 

Lastly, but actually the most im- 
portant thing in a public stenog- 
raphers background, is several 
years of business experience. Many 
of those we questioned felt that an 
individual should have weathered 
the problems of a variety of busi- 
nesses for at least ten years before 
becoming a public stenographer. 
It is plain, therefore, that this is not 
a business one goes into right after 
graduation. 


By NOW YOU ARE VIEWING that rate 
chart you liked so much with less 
enthusiasm. You are probably say- 
ing, “The requirements are many 
and the rewards are few.” 

Don't think we are being contrary 
when we tell you that the rewards 
are truly abundant. 

As we said before, you own your 
own business, and you are your own 
boss. If you like people (and we 
agreed that vou must in order to be 
a successful public steongrapher ) 
you are in a position where you will 
meet more interesting people than 
you ever knew existed. If you en- 
joy adventure (and se cretly you 
really do, don't you?) you will have 
your fill of it. 

Here's a good example: One pub- 
lic stenographer told us of the quan- 
dary she was in when two junior 
executives from a large company 
came to her office at different hours 
of the same day. Each dictated 
letter to their big boss at the home 
office, complaining about the ac- 
tions of the other. They didn't 
entrust their regular secretaries 
with such a delicate letter. 

It was all the public stenographer 
could do to restrain herself from 
writing her own thoughts on each 
of the men to the big boss, but she 
decided against it. She also had 
difficulties in arranging for the men 
to stop by and pick up their fin- 
ished letters; she might have had 
a catastrophe on her hands if they 


204 


TODAY’S 


met at her office or if she had mixed 
up the two letters. All in a day’s 
work as a public stenographer! 

You can add satisfaction and ap- 
preciation to your list of rewards, 
too. The satisfaction you will enjoy 
from helping your fellow man and 
the deep appreciation you will re- 
ceive in return are no small re- 
wards. You may get these in a 
business-secretarial position, but 
not in the same measure nor equal- 
ly sincere. 

And if you want to be mercenary 
for a moment (and who isn't? ), this 
profession is remunerative from the 
standpoint of greenbacks, too! 





Junior O. G. A. Test 


(See page 178 for Vembership Test Copy) 
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Proot of this is the following state- 
ment by one of our public stenog- 
raphers: “I am convinced that you 
can make a comfortable living in 
this position. I am now paying off 
on a $22,000 duplex home.” The 
amount of your possible income is 
unlimited; it is up to you and your 
ingenuity. 


Ir ouR suRVEY has encouraged you 
to train for or to step out into the 
public stenography field, we should 
like to leave with you some special 
“tips” our study revealed. 
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Look over the rate chart once 
more and decide which rates best 
fit your community, your clientele, 
and your skills. Make up a rate 
sheet of your own, but do not dupli- 
cate it for your customers. Jobs vary J r¢ 
too much for you to risk publishing J 
a set list of prices. S 

Be sure you have enough capital } “ 
to get started, and then set up your e 
business in a centrally located office }] N 
building (that is where 80 per cent F M 
of those questioned were estab- am 
lished) or in a well-known hotel, §)j | 
In some cases, a special room in Jie o 
your own home will do. Get a large Pe 
desk, comfortable posture chair, a of 
telephone, a good typewriter ( elee- 4 | 
trics were preferred in our survey), pon 
and a Mimeograph machine. itlan 

Advertise your services in the yel- }''° 
low pages of the telephone direc- = 
tory, in your local newspaper, and Jj, 
through direct-mail. Get permission Jpg u 
to put up a sign in the elevators of J 
vour office building advertising q 
vour services. Inquire at nearby Jport. 
firms to see if they have extra steno- Jel i 
graphic work they would like to f° 


have done regul: ly. Give a dis- 


count (most give 10 per cent) to yen 
your regular customers, and you Peta 
will find them advertising vour serv- P's 
ices by word of mouth. You wont a 


be rich overnight, for you have a 
lot of hard work ahead of vou; but eno 
once you are established, there'll be Pile 
no stopping vou. 

And if, by some chance of fate, 
we have reached our friend on the 
bus who is dubious of her secretar- | 
ial future, let us repeat for her, 
“Public stenography — or owning 
vour own business—is a goal a good 
secretary can strive for.” 











Key to the Transcription 


‘ her 
Teaser on Page 203 ” 
NC 

Dear Customer : 
For several weeks now, store advertising A, 
and cireular mailings have been reminding i by 


you how little time there is before the Mr 
holidays. You don't need to be told how true om 
this is. We shall not repeat here any of @ I 
these reminders efor 

However, we have, we believe, a sugge® life 
tion that is “‘tops,’’ according to our way 


of thinkin. 7 
Miss Patty Wales, our person il shopper, eto 

will relieve you of all your worries. She is 

prepared to go right down your list and will Q 

do it in reeord time. Ma: 
Just send Miss Wales a list of your prob- 

lem “giftees,”’ together with the age and A 


interests of each person. Tell her how much ddr 
you wish to spend, we~ 

Miss Wales will then call you and sug \ 
vest several items. Her experience in helping r. 


hundreds of customers will enable her t #iut 
suggest ‘‘just the thing.” ‘he 
Yours for a relaxed holiday sease®, ethe 
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READERS NOMINATE 





TODAY’S SECRETARY welcomes pic- 
tures and short accounts of the career 
successes of today’s secretaries and of 
persons who have used their secretarial 
experience to spring to executive posi- 
tions. Send your nomination, with pic- 
ture, to the editor. 


NOMINATE 
Mrs. Marilu 
lobley for honors 
your pages. She 
d her boss were 
only people in 

organization 





n was opened in 
lanta twenty- 
e vears 
er the vears the firm 


Marilu Mobley 


ago. 
has grown (it 
; and 


rs Mobley has advanced with it, com- 


w has its own modern building 


g up to secretary-manager, and now to 
e-pre sident. 

In the early days, she laughs as she 
ls it, she felt like the man who had a 
rt-order stand. He’d take an 
ll it to the kitchen, and then go and 
k it himself! She’d get to the office 
ly, put on her apron, tidy up the place, 
shen herself up and meet the public 
en the opening hour arrived, take the 
ctation, and do 
ught might help 
The dictation was heavy, for all thei 
ertising was done by 


orde I. 


evervthing else she 


individual let- 
rs; so, if she had not been a really good 
nographer, she would never have been 
le to carry the work load. Shorthand, 
considers a career girl’s first step on 
ladder of success. Curtis 
st, Atlanta, Georgia 


Connie 





THE 


ANSWER WOMAN 


SAYS 





\) IS IT INCORRECT to put the ap- 
hy pelation “Mr.” in front of the name 
en it is followed by “Attorney at Law”? 
lich is preferable? C. M. 

A. As “Attorney at Law” is considered 
title and the name, 
Mr.” or any other professional title such 
“Dr.” or “Captain,” may also be used 


business follows 


fore the name. In this respect, usage 
fers from the correct use of “Esquire,” 
ich does not permit inclusion of “Mr.” 
tore the name. 


). When is it proper to use the title 


Master” in writing to a boy?—Sr. D. 


A. The title “Master” is used only in 
dressing a small boy, sav, under teen 

one too young to be addressed as 
Mr” In informal correspondence it is 
lite correct to omit the title, addressing 
¢ letter simply “Jack Smith,” without 


ther “Master” or “Mister.” 























"Puan 


A simple, direct, filing 


SYSTEMS 


system that makes 
‘‘Finding’’ Easier 


Straight Line for con- 
venient expansion. 


Adaptable to your 
business. 


“In Stock” units to 
meet the require- 
ments of most small 
and medium sized 


business. 


Send for Pree Sooklet 











FOR GREATER EFFICIENCY 


USE THE Lehoody 


ONE PIECE * ALL METAL 


COPYHOLDER 






Holds Any Copy 
in Full View 


Packed 6 to 


the carton 


The Liberty Copyholder is a simple 
easy-to-use prop. Its balanced de- 
sign holds all copy in full-view at 
sight level. Handsome grey finish, 
size 7 inches wide, 9'2 inches high, 
with 5-inch base. 

Every office desk can afford one. 
it’s Durable, Economical and Effi- 
cient. 


BANKERS BOX COMPANY 


2C Dearborn Str on 
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SPECIAL CHRISTMAS OFFER 





An attractive gift copy of 


THE GREGG SCRAPBOOK 


Written in 
Gregg Shorthand Simplified 


yours, with each one-year subscription 
to TODAY’S SECRETARY placed before 
Christmas. 


SARAH 
One subscription 
(your own or one gift) $2.50* 
Two Subscriptions 4.00 
Each Additional Subscription 1.50 


*Add 25¢ per subscription for Canadian or Foreign 


postage 


GIFT SUBSCRIPTION ORDER FORM 


TODAY’S SECRETARY 
330 West 42 Street, New York 18, N. Y. 


Enter the following subscription(s) to TODAY'S 
SECRETARY and send a FREE COPY of The 
Gregg Scrapbook on each subscription 


Name 
Address 
City Zone State 
Name 

Address 

State 


City Zone 


(Append list of additional subscribers 


Remittance enclosed $ 
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For immediate job adjustment and sound career growth 


. . . you'll want all your secretarial students to 
have the benefit of ... 


A TEXT-WORKBOOK 
IN SECRETARIAL 
PROCEDURES 







by MADELINE S. 


STRONY 


and M. EMILY 


GREENAWAY 


4. ™, 


Based on the Authors’ Survey of what 
constitutes an Employable Personality 


Here. is a short course text-workbook . .. subjective in emphasis and 


informal in treatment... a bright. new teaching idea that will im- 
mediately capture your interest and imagination. By means of clear. 
careful explanation, actual office case histories, personality rating 
scales, projects, and exercises. the student comes to learn that if she 
is worth more to her employer. she will be worth more to herself. 
\ variety of topics are presented . . . secretarial skills, human and 
public relations, grooming. and personality development are a few. 

Some of the book’s informal, direct 
these unit 


approach is shown by 


headings: 
@ Your Secretarial Future 


@ Eves Are On You 





@ You and Your Employer 


@ You and Your Skills 


@ The Super Secretary 


@ First Things First @ Looking for Your Job 


@ You and Your Public Relations @ From Books to Business 

The Secretary at Work is a book that will help your students bridge the 
gap between school and business. The ideal orientation for secretarial 
training classes as well as in-service training and evening courses. Work 
sheets are perforated and bound right in the book . . . a complete 
package! 


Ready in January. Reserve your examination copy today. 


THE GREGG 


Business Education Division 7 
New York 18 330 West 42nd Street 
Chicago 6 111 North Canal Street 


68 Post Street 
2210 Pacific Avenue 


San Francisco 4 
Dallas 1 
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. . « also investigate 
these books on business 
orientation and guidance 


. they bridge the gap between 
technical skill and personal at- 


tributes needed for success. 


ETIQUETTE IN BUSINESS 


Marie L. Carney 


The book that presents both the 
answers to social problems in busi- 
ness and a systematic program for 
personal improvement. It is a care- 
fully planned text, complete with 
topic organization, study guides, 
illustrations, and personal-develop- 
ment exercises. Film strips avail- 


PRACTICAL BUSINESS 
PSYCHOLOGY 


Laird and Laird 


{ new approach to applied psy- 
chology written for the business 
student. It shows how to use psy- 
chology to become a_ better em- 
ployee ... and a better boss. Tech- 
nical terms are clearly defined, 
chapters are of easy assignment 
length, and an ample quantity of 
exercises and problems in business 


thinking are included. 


HOW TO IMPROVE YOUR 
PERSONALITY 


Newton 


An authoritative book that gives a 
specific program for self-analysis 
and concrete steps toward self-im- 
provement. The student is led to 
constructive action through (1) 
realization of the importance of 
personality, (2) desire to improve. 
(3) detached, honest self-appraisal, 
then, (4) self-improvement accord- 
ing to a step-by-step plan. Each 
chapter concludes with suggestions 
for study and discussion, and prae- 


tical personality reminders. 


Order today from your 
nearest Gregg office. 








Toronto 4 


London W.C, | 


PUBLISHING COMPANY 


McGraw-Hill Book Company, Ine. 


253 Spadina Road 
51 Russell Square 
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Continuing “From and To the Editor” 
from page 162) fluently while someone 
calls out the italic words in the dictation 
material. Then practice the whole “take’ 
rept atedly, at increasing rates, until the 
jents and pents just roll off your pen like 
magic! 

The person who prepared this material 
for vou, Dr. Russell J. Hosler, is in charge 
f training commercial teachers at th 
University of Wisconsin. His material 
for next month will review ort words. 


Up from the Ranks 


ANOT HER WOMAN) EXECUTIVE 
who has come up from the stenogra- 
phic ranks is being nominated for honors 
this month (page 205) by Mrs. Frost, of 
Atlanta, Georgia. Mrs. Mobley exempli- 
fies just what can be done when one 
is armed with a good knowledge of short- 
hand and its allied skills and a determina- 
m to succeed on the foundation of good 
stenographic training. She is outstanding 
n her field; and she frankly states that 
shorthand has been so valuable an asset in 
er own climb to. the top that she does 
rt employ girls for any positions without 


this knowledge 


Files and Filing 


| AVE YOU NOTICED, you who are 
following Mr. Kahn’s series on Filing, 
w interestingly the Smead and_ the 
Filing Equipment Bureau advertisements 
supple ment the text? If you did not read 
their November ad copy in connection 
vith the rules for alphabetical indexing 
page 120-123), turn back and do it now. 
{nd note the illustration of Subject guides 
nd folders in Smead’s ad this month as 
u read Mr. Kahn’s December article and 
tudy the illustrations he gives vou. 


Spangled Gold 


THAT FABULOUS FAIRYLAND, the 
Nieman-Marcus store at Dallas, was 
fering gold-plated portables last Christ- 
as along with its other alluring holiday 
erchandise. The entire stock was sold 
price, $150), and no more were ex- 
pected during this period of short supply. 
Miss Shoop didn’t mention any gold 
rtables in telling us about Virginia 
Leech and her job at this famous Dallas 
tore (page 172); so, guess Santa won't 
able to get you a gold-plated machine 
is vear—not even at Nieman-Marcus! 


Merry Christmas, All! 


LAST-MINUTE ads coming in have left 
us no room for a number of letters and 
ws items we had planned to pass along. 
They will have to be carried over for 
inuary. We must tell you, though, that 
rene Bolt N.S.A. “Secre tary ot the 
ear was presented with an engraved 
ver pitcher and an electric typewriter 
nad lition to the $100 Bond you see her 
ceiving (page 193)... . And we must 
all your attention to the announcement 
our own O.G.A. Contest before extend- 
tg our Holiday Greetings and bowing 
ttor 1951. See you next year! 
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SO EASY TO HANDLE for 
LONG, TOP-QUALITY RUNS! 
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Remington Rand PROCEL Stencils 


It’s natural that so many typists prefer pRocEL Stencils. PROCEL’s 
sensitive plastic coat responds to any typing touch . . . light or 
heavy, the final result is copies of uniform, highly legible, print- 
like appearance. And procet Stencils are so easy to read, against 
the special white cushion sheet designed to banish “stencil 
eyestrain.” 

PROCEL'’s plastic coat assures long, top-quality runs . . . saves 
retyping stencils in the middle of a job. PRocEL’s combination of 
sensitivity and strength minimizes cut-outs, too. This sturdy sen- 
sitivity makes procet ideal for illustration, stylus and pen work. 
And, proce. Stencils permit easy, non-detectable correction. 


Next time you type a stencil, make it a PROCEL 








... and see how easy stencil typing for out- 


standing results can be. 


FREE... Booklet DS 31B, yours for the asking 
— shows how prROCEL Stencils help you do a 
better job, faster. 











. ’ 
| Remington Rand Business Machines and Supplies Division | 
| Room 2368, 315 Fourth Avenue, New York 10, N. Y. | 
| 1 Please send me your Free booklet DS 31B — Plastic procet Stencils. | 
| C1) Please arrange a FREE demonstration of proceL Stencils in my office. | 
\ No obligation, of course. | 
| Name —— — 
| | 
Firm ——EOoOoO —— —— 
| Address cuiishiieinaiansiibitanine — | 
| | City . —— Zone State . 
| 
rr TT Ll, onli 
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GLOSSARY 


PAGE 180 

plenty (© a 
) 

faintest a 


é 
tinsel 
somewhere else _ 
draftsmen's Te 
homemade C= 
_f 
stenographer ¥ y. 
longingly 
responsibility 
swanky 7 
hinting 3 ; 
compact 
lipstick 
blushed 
wispy 6 
PAGE 181 
clever 
favor = g j 
permissable — C—” 
Zh 
executive Av” U 
groping ly 
¢ > 
eo 
intervals 2 


bau sles ba 


rer 


fatigue a 


masquerade 


unaccustomed 


coins wr 


S f 
disappointment ~ 
eo 


unshed ‘ 
Zo 


apology A 

proverb a | 

overwhelmed “7 

crutches ~~ 
PAGE 182 ” 

carton Y . 

embarrassment ___, 

gaily oC E_ 

projector 

perplexed 

curious wy 

festooned - g J 

hoisted 

happier 

carols 

colorful 

yorn 

thunderous ~~ 

Pa so 

PAGE 186 


resented 


flustered 


—_— 


intrusion 7 


civilization P 


companion > 
~ 


well-wishers vad, 
res 
diary 7 fie 

high lights 72 A 
fascinated ey, i 


) 


recorded 


flexibility 

deluged “7 | 

aumenetions A ae 

boarded Hs 

densest : 
Q-r 


anthills Q- 
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washouts 
formidable 
strength i 
PAGE 187 
journey 
ultimate 
hauled 
extra 
luggage 
mahogany 
dugout 
waterways 
perched 
PAGE 188 “ 
paste! RP. = 
spied v4 
oA os 
Sy 


peccary cx 


diagrams 


cranked 


anteater 

tweasers 

hypo 

souvenir 

cautiously 

jaguar 

weathered” 

av’ 

PAGE 189 

are 

contrived Y 

incomprehension .. 
c2 

F anaiail 


a 
. 


excuse 


cynically 


innocence 


distorted 
mimicry Se aad 
C7 
contentious - YF 


vacancy rd 
é é 
scolded — 


strutting = 


6 
. 
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significantly 


plush 


Pirovette 


Sweeping 


i 


malicious eC a 


surged oa 
incidentally 
A 


designated 


unyielding 

tongue «~~ 
accustomed 

whisked es 
Oe 


oO 


ot Fe 


duties 
timekeeper 
cards a 
cabinet 
record 
superintendent 
crowd ~e 
PAGE 208 


a—_>*+" 


SS 


organist 
donations 


appropriate 


engagement “ah 
outside 
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